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Now, like wearing 


““Magic Gloves”... 


Goldent= 





Never before such Golden Ease... 


even the underscore is automatic! 





Only The Underwood Golden-Touch Electric gives Golden-Touch Keys: Finger-tip shaped for smoothest 
your hands such skill, such effortless speed, automatic typing. 

such print-perfect results, with every letter, Golden-Touch Carriage Return: Tops in automatic effi- 
every carbon up to 20. It’s as though you’d cremey So save your nvengee. 

suddenly put on ‘Magic Gloves’. That’s Golden-Touch Margin-Setting: Automatic action from 


keyboard. Ends wasteful hand-travel. 


Re : ‘ : 
solden-Touch . .. and no other kind of typing Golden-Touch Ribbon-Rewind: It’s automatic; ends 


in this world comes even close to it! The messy ribbon-changing. 


Golden-Touch Electric does more work for Golden-Touch Copy-Dial: Set it for as many as 20 print- 
you — even the underscore is automatic! perfect carbons. 


Golden -Touch Electrics come in 5 office-scheme 
colors— with your choice of personalized type styles. 


Call your Underwood Showroom to- 
day! It’s listed in The Yellow Pages. 


UMC “WOOG)...th oly daitie typunitr wit Goldou=Jeush 





SPEED TO 120 WORDS A MINUTE 








MAIL THIS COUPON NOW 








“T BOOSTED MY SHORTHAND 


Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed. 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


Your dictation records are made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomenal! ! Paul Simone, Author of ‘‘A Stroke in Time'’ 

Instructor, Columbia University 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department. E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 


DICTATION DISC COMPANY 


45 rpm — Extended Play Brief Forms & Phrases 
15 minutes dictation on 45 rpm — 15 minutes 
$1.75 each $1.75 each 
0) No. 1 60 & 70 wpm O No. 1 40 & 60 wpm 
[] No. 2 70 & 80 wom [ No. 2 70 & 90 wpm 
No. 3 80 & 90 wpm 
] No. 4 90 & 100 wpm Elementary Dictation 
No. 5 100 & 110 wpm — gn 45 rpm _ — 15 minutes 
} No. 6 100 & 110 wpm $1.75 each 
No. 7 110 & 120 wpm 
O No. 8 120 & 130 wpm (1) No 10 & 50 wpm 
(1) Complete Set — $12.50 ) No. 4 50 & 60 wpm 
(45 rpm continued) ui see 4s) $5.75 
O) No. 9 60 & 70 wpm 
“ ~ a -s a “pm Court Reporter Dictation 
me 3 Ohm aes fale on 45 rpm — 15 minutes 
0 o 1 ¢é ) 
No. 13 100 & 110 wpm $1.75 each 
No. 14 100 & 110 wpm 0 No.1 130 & 140 wpm 
No. 15 110 & 120 wpm [] No. 2 140 & 150 wpm 
No. 16 120 & 130 wpm [] No.3 150 & 160 wom 
Complete Set — $12.50 No. 4 170 & 180 wpm 


C) Both Sets Comp. $23.50 } Complete Set — $5.75 


33-1/3 rpm — Long Play Court Reporter Dictation [) R. C. A. Vietor 
45 minutes dictation on Long Play — 45 minutes 3-speed phonograph 
$5.00 each $5.00 each — $29.95 
O No.1 60to 90 wpm [) No.1 140 to 170 wpm 
r No. 2 70 to 100 wpm No. 2 180 to 200 wpm 
No 90 to 120 wom Complete Set — $8.75 
No. 4 100 to 130 wpn 
Complete Set — $18.00 


78 rpm — Standar 
Galeusaealen PLEASE SEND ME THE RECORDS INDICATED 
$2.50 each 
No. 1 60 & 70 wpr 
No, 2 70 & 80 wpn 
No.3 80 & 90 wpm NAME 
Ne 4 90 & 100 wom 
No. 5 100 & 110 wpm 
No. 6 100 & 110 wpm ADDRESS 
No. 7 110 & 120 wom 
No. 8 120 & 130 wpm 
Complete Set — $18.00 ee P ZONE  —_— 








170 Broadway, New York 38, N. Y. 
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— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
—Boost Your Salary 
410 to $20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 

More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way — this method MUST do every- 
thing we say it will or you may return records in 10 days for full refund. 
Mail the coupon now! 


7) DICTATION DISC CO. 
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N our CoveR—Topay’s SECRETARY 
goes skiing—in comfort and_ style 


—with ski togs that defy the cold- 


est wintry winds. White Stag’s “Snow 
Peak” parka features an embroidered, 
quilted hood and a V yoke. Hip-length 
jacket has a full zipper front and a zipper 
pocket on the left sleeve. Fabric—fine- 
yarn poplin, preshrunk and waterproof. 
Colors: black body and white yoke, with 
black and = light-blue quilt — stitching; 
Danish-blue body and white yoke with 
black and Danish-blue quilt stitching; 
navy body and a sky-blue yoke with navy 


and white quilt stitching. Sizes: small, 
medium, and large. Price, $19.95. 
MATCHING “GLACIER SHEEN’ ski pants 


have side-zipper and button-tab closing, 
boot-grip bottoms with wide instep elastic 
and extra tabric for lengthening. Fabric— 
28 per cent rayon; 
“Cravenette” waterproofed. Colors: black 
mix, charcoal mix, and solid navy in sizes 
10-20, regular length; 10-16, short length; 
and 12-18, long length. Also available in 
garnet mix, light-gray mix, and storm-blue 
mix in sizes 10-18, regular length; 10-16, 
short length; and 12-16, length. 
Price, $15.95. Both pieces at the May 
Company, Denver; Frederick and Nelson, 
Seattle; and J. L. Hudson, Detroit. 


cent wool, 72 per 


long 


Typewriter Stars in Movie 


THE TYPEWRITER receives star billing in 
a new film by Remington Rand entitled 
“The Typewriter in Business.” Every ma- 
jor use ot electric, manual, and noiseless 
typewriters is covered—from the simplest 
straight-copy typing to the most complex 
automatic typing necessitated by a giant 
electronic system like Univac. The pur- 
pose and use of important typewriter de- 
vices, attachments, and keyboards are also 
demonstrated. 


BUSINESS FIRMS, government agencies, and 
schools are cordially invited to make ar- 
rangements for viewing this 20-minute 
16 mm. black-and-white sound motion 
picture. Contact your local Remington 
Rand sales office or write to Remington 
Rand, 315 Fourth Avenue, New York 10, 
N. Y., and request a copy of descriptive 
folder +R-8826. There is no charge for 
the service. 


Quiet please! 


We’re working 





Nothing does more work more quietly than the 
new Royal Electric. 


It will help you do more work, better-looking 
work, faster... because it’s 13 times easier to 
operate than non-electric typewriters. 

—-_- And it goes about its business quietly. The 
new Royal Electric muffles irritating typewriter 


noises so you can hardly hear them. It’s as easy 
on your ears as it is light and easy to your touch. 


Pretty, too! The new Royal Electric comes in 
5 exciting two-tone “Royal-tone” colors to 
brighten up any office. 


If you believe that typewriters should be seen 
but not heard, call your Royal Representative 
for a free demonstration soon. 


| 
) 
| 
| 
| 








electric + standard + portable 
Roytype® business supplies 


World’s Largest Manufacturer of Typewriters—Royal Typewriter Co., Division of Royal McBee Corp. 
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Brush “fe 


BY BRUSHMAKERS 


Dirty type results in messy letters. 


vax. Use of solvents on the type 


the dirt irom the type taces down into the 


MAaciine 


PYPEMASTER type cleaning brush, cleans 
the type without using solvents on the type. 
the 


The 
dirt ofl 
dirty 


PYNEN 


the 


bristles 
brush. 


nylon 


type into the 


draw 
Wash the 


brush clean with soap and water. 


Type 


ribbon ink, paper fuzz and stencil 


washes 











E 
« 
4 
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Start today 


with clear sharp letters. Order 


PYVEMASTER from your dealer or send 
your order directly to us with the name of 


your dealer. Brushes, 50¢ each; 


complete STENO BRUSH-KIT. 


Grashmakerds, Tuc. 


529 So. 7th St. « 


every copying machine 


has its favorite 


D IXO N 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 
Some pencils won't reproduce their 
marks! Others can do the job per- 
fectiy -- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use On all processes. 
CHECK YOUR PROCESS 


Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 





‘THE JOSEPH DIXON CRUCIBLE CO. | 


Pencil Sales Division 
167 Wayne St., Jersey City 3, N.J. 


Please send me free reference sheet, 
showing which pencils will work best on 
copy for my duplicating machine. 


Company 
Address 
City 
By 
Title 
Brand Name of Duplicating Machine 








State 














Minneapolis 15, Minn. 


f 
* 
[ 


paren sie 


5 
- 


/ 


$1.50 tor 





Ask the kxperts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting ....... . Alan C. Lloyd 
Business Arithmetic ..} ivian W. Kline 
rer ee Charles E. Zoubek 
ae dat casas Gilbert Kahn 





Q. | was under the impression that any 
statements printed in a newspaper that in- 
jure the social or business reputation of a 
person make the publisher liable for dam- 
ages. My friend claims that the publisher is 
liable only if the damaging statements are 
false. Will you please tell me who is right? 


A. Your friend is right. The publication 
of damaging false statements renders the 
publisher liable for damages. He is guilty 
of the tort of libel. However, libel does 
not result if the statements are true, even 
though they result in injury to a person. 





“blind 
should it be used 7? 


Q. i] hat is a carbon” 


and when 


A. There are times when the person re- 
ceiving a letter is not to know that others 
are aware of its contents. The dictator in 
that case informs his secretary that addi- 
tional carbons are to go to certain people 
and that this information is not to appear 
on the original. In such a case, it is cus- 
tomary to place the names of those people 
who receive the extra copies on the upper 
left corner of the file copy only. This man- 
ner of notation is usually referred to as 
“blind copy” notation and may be indi- 


cated by BC or BCC. 


Q. 


ing sentence: The attached form, together 


What is the correct verb in the follow- 


with a copy of our letter to the lawyer, (is, 


are) being referred to your office. 


by with, together with, as well as, in ad- 
dition to, along with, or including does 
not affect the number of the subject. 


The insertion of phrases introduced 


Therefore, the correct verb in your sen- 
tence is Is. 


Q. Is it proper for a secretary to chew gum 
in the office? 


A. Whenever a person works with others, 
he must consider his co-workers and es- 
pecially his employers. Some employers 
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would consider it in poor taste for a secre- 
tary to be chewing gum while greeting 
callers. Since the secretary cannot be con- 
stantly reminding herself to throw away 
her gum before greeting a visitor, it might 
be wise not to chew while in the office. 

It is not, however, the gum-chewing it- 
self that is objectionable; it is how the 
person chews. There are some who chew 
so inoffensively that no one would be 
aware of it. 


Q. 


tunities for male stenographers? 


What businesses offer the most oppor- 


A. Male stenographers can find excellent 
opportunities in almost any field. They 
are, however. most needed in the follow- 
ing fields: railroad, engineering. oil, real 
estate, steel, military, Civil Service, and 
polities. 

Q. What salutation and complimentary 


closing should be used in a business letter 


to a personal acquaintance ? 


A. The salutation used should be the 
form of name by which you address the 
person. If, in speaking to him, you say 
“Mr.” 
tion: if you call him by his first name, 
then that should be used. 

One of 
mentary closings should be used, as Sin- 


that should be used in the saluta- 


the more personal compli- 


cerely yours, or | ery cordially yours. 





Is there a spec ial type of shorthand 


Q. 


notebook for taking down hearings? 


A. Most Gregg 


gg reporters use a notebook 


in which the pages are divided into two 
vertical halves, each half containing four 
columns. 

The first column is used for the examin- 
ing attorney; the second for the attorney 
for the opposition; the third for the wit- 
answers; and the fourth for the 
judge's rulings. 


ness 





“Can you make copies of this ruled form?” 


“How about using three colors when iB 
you make copies of this bulletin?” 


“Any chance for 500 post cards right away?” 





Which Process for which Copies? 








Mimeograph? Offset? Spirit? Azograph® ? — 
All of thése duplicating processes produce a 
variety of copies and have valuable features. 
Each has its place in business. But, you get the 
real benefits and savings from MODERN 
duplicating when you have the process or com- 
bination of processes to fit your individual 
requirements. 


A.B DICK 


MIMEOGRAPH e¢« OFFSET ¢« SPIRIT 


AZOGRAPH « IMPRESSION PAPER « FOLDING MACHINES 
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* Organization 


This is where your distributor of A. B. Dick 
products can help. Since he handles the equip- 
ment and supplies for all four processes, he is 
your one source of unbiased information. Call 
him for complete information. You will find 
his name listed under Duplicating Machines in 
the classified section of your phone book. Or 
simply mail the coupon below. 


Seats eoeeevzeoeeue Caveescese FC CC CCBPOSS SCC CPO SSC CHRO OC 


A. B. Dick Company, Dept. TS-17 
5700 Touhy Avenue 


* Chicago 31, Illinois 


Without obligation please send me complete information 
about ( ) Mimeograph ( ) Offset ( ) Spirit 
( ) Azograph duplicating. 


Name 








Address , 
City —_ 








wa 
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TOUCH...AND 


No more smudged fingers with REMINGTON bon papers. Old fashioned carbon finishes 

RAND® carbon paper... That’s because of were “‘soft,’’ but soft carbon paper caused 

a ‘‘quiet revolution’’ in its manufacture. dirty hands and smudged copies. Up-to- 

What's more, it lasts and lasts, and gives date finishes by Remington Rand were cre- 

you up to fifteen copies at one typing! ated with you in mind—that means crisper, 
The Remington Rand Laboratory of Ad- (oi [-¥-] d=) eae [1-1 a1 =] ae) 8) 1 

vanced Research developed an entirely new 


method of processing waxes, dyes and Remington. Fland 


toners to give you these revolutionary car- DivisS 





Free samples are yours for the asking. Write to Remington Rand, Room 1120, 315 Fourth Avenue, New York 10 
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THE BOSS SPEAKS 


OUT 








Resourcefulness— 
Acid Test of a Good Secretary 


BY. Jj. D. 


SILBERMAN 


President, White Frost Chemical Company 


ESOURCEFULNESS, that’s 

the difference between a sec- 
retary that tvpes and takes steno 
and one that a boss can trust with 
responsibility and authority. 

I believe resourcefulness is the 
acid test of a good secretary; it is 
also the strongest indication that an 
executive can have that his secre- 
tary is alert, intelligent, and _ re- 
sponsive to his needs. My own 
secretary has been of tremendous 
assistance to me—first because of 
her fine skills, and second because 
of her ability to do a great number 
of things on her own without hav- 
ing to trouble me by asking my 
opinion. 


I'VE ALWAYS THOUGHT that business- 
men have made too much noise 
about the so-called “executive lev- 
el” and, by so doing, in effect have 
made personal secretaries—who are 
absolutely essential—feel like sec- 
ondary employees. 

Too often, I have found secre- 
taries who think of their jobs in 
terms of a nine-to-five way of earn- 
ing a living. That is unfortunate, 
and I think the blame rests with 
the cult of “bossism.” We have 
never taken the time to communi- 
cate to our secretaries how essential] 
we think they are. In our personnel 
procedures we have placed far too 
much importance on the mastery of 
skills that any competent secretary 
must have and not enough empha- 
sis on the more intangible quali- 
ties—qualities that in the long run 
have proved to be necessary and 
valuable. 

It is of tremendous importance 
that a boss be aware of the variety 
of skills and abilities that his sec- 
retary possesses. Therefore, it be- 
comes the responsibility of the sec- 
retary to make her boss aware of 
her capabilities in their broadest 


sense. This she can do by bringing 
to her job all the talent and re- 
sourcefulness at her command; by 
using her initiative and good com- 
mon sense (incidentally, a much 
neglected item); and by using the 
full powers and creativity she pos- 
sesses. It is my belief that she will 
then think of her role in business 
not as a nine-to-five role but as a 
function that fulfills a responsible, 
important, and necessary place in 
the growth, welfare, and prosperity 
of her firm. 


AT WHITE FROST Chemical Com- 
pany, we are involved in a variety 
of new techniques to develop proc- 
esses for lusterizing and finishing 
fabrics. Consequently, a great deal 
of the work is highly technical; and 
the demands on a person are ex- 
ceptional. Working in the firm of- 
fers a challenge to those who need 
responsibility and a degree of inde- 
pendence to find satisfaction in 
their work. 

My own secretary, Mrs. Maud 
Johnston, has brought her enormous 
energy and talent to bear on the 
many difficult and often frustrating 
problems that have confronted us. 
She has scheduled my time, my 
work, and my conferences with a 
real understanding of the problems 
that time imposes on a boss. She 
has used her resourcefulness and 
her wisdom to ease my load, and I 
cannot help but feel assured that 
she recognizes her importance. 

I believe that when a secretary 
(or any other person for that mat- 
ter) begins to feel important in her 
job, that importance is accompa- 
nied by an innate sense of pride. 
Such a person achieves intense sat- 
isfaction in having helped to solve 
the company’s problems and in aid- 
ing the company to reach the goals 
they have chartered for themselves. 
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ERASURES 


with a 


RUSH- 


- fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
\ 1068 S. Clinton St., Syracuse 4, WN. Y. 

















ITE-LINE copyvuoipoer 


SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 
[-—-—MAIL COUPON TODAY-——4 








RITE-LINE CORP. | 

4209 39th St.,N.W., Washington 16, D. C. | 
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the IBM Electric 
can’t answer the 

but... 





...1t will do more than any other typewriter 
to help you do a better job — with far less effort! 
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Saves energy! Electricity does the work! 
In fact, typing on an IBM Electric for 
one hour takes less “finger-effort” than 
three minutes on a manual typewriter. 
Saves time! The IBM provides real 
time-saving features, such as the exclu- 
sive “Speed Level” keyboard, and car- 
riage return that’s automatic at the 
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touch of a key. Typing gets done so 
much faster, the IBM will be your 
favorite typewriter—for good! 

Earns praise for you— because the IBM 
gives you the world’s most beautiful 
typing. Your boss will bless the day 
you suggested calling the IBM man. 
So don’t wait—suggest it today! 


—OUTSELL ALL OTHER 


ELECTRICS COMBINED! 
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by Marion Noyes 
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PHOTOS BY 
WALTER DARAN 


Pat Roache, secretary to the managing editor 
of Life, stays almost constantly at her desk— 
not only to get her own work out, but also 
to be instantly available to her boss. 


N NEW YORK CITY, there’s a tall, slim girl with 
light green eves who’s doing a long stretch. In 

fact, Patricia Roache—everyone calls her Pat—is a 
“Lifer.” Pat is secretary to Edward K. Thompson, man- 
aging editor of Life, the magazine voted most widely 
read by Topay’s Secretary subscribers—next to their 
own secretarial publication, of course. Though her 
work week is far from typical of the average secre- 
tary’s, Pat still tells friends—after ten years with the 
same company—that she “wouldn't want to work any- 
where else in New York.” 

Time off for Pat is Sunday and Monday instead of 
the usual secretarial weekend. Most holidays find her 
on the job, but she may add these days to her annual 
three weeks of vacation time. Holidays are usually 
working days for good reason: Life must go on, one 
issue every week, no matter what the calendar Says. 
And, there are no two-hour lunches or strolls around 
the office to chat with fellow emplovees. Pat stays al- 
most constantly at her desk, not only to get her own 
work out, but to be instantly available to Mr. Thomp- 
son. 


As MANAGING EDITOR, Pat’s boss must give the final 
QO. K. to all pictures and stories. Starting every Tues- 
day morning, there is a steady crescendo of activity 
through the week that reaches a peak Saturday night. 
By then, final copy must go to the printer for the issue 
that will be on the newsstands the following Thursday. 

So, instead of being a girl Friday, Pat's a girl Satur- 
day—and she likes it. A naturally calm person, her 
composure increases as she works quietly and steadily 
in the mounting flow of traffic through her office. 
All day, people stand or sit, waiting to get into Mr. 
Thompson's office or the adjacent offices of the copy 
editor and art director. 

Pat's office, which she shares with the art director’s 
secictary, was designed to encourage relaxed efficien- 
cy. Located on the thirty-first floor of the Time-Life 
building in ‘kefeller Center, it offers a view that 


sweeps across Manhattan and the Hudson River to 
the Jersev Palisades. Fluorescent lighting softens rose- 
colored walls and guards against eyestrain. Gray desks 
and files and a gray-green rug add quiet tones. 

Office hours begin about nine-thirty for Pat. The 
first thing she does is check her calendar in order to 
remind her boss of his appointments for the day 
When he has an outside engagement, she makes sure 
he leaves on time. She knows, for example, that it 
would be easy for him to forget a luncheon date 
when he’s in the process of trving to lay out a story 
on page 52; and he knows she won't let him miss 
an important engagement. 

The mail, already stacked high and waiting for 
her, gets second attention. It must be opened and 
sorted, because not all letters addressed to the man- 


aging editor should be put on his desk. Many are 





Anove: Pat's office, which she shares with another sec- 
retary, was designed to encourage relaxed efficiency. 


BeLow: Pat’s tact in handling any situation under the 
pressure of deadlines is one of her greatest assets. 
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story suggestions, picture submissions, requests for 
back copies, or more information about a recent arti- 
cle. Pat routes these to the appropriate departments 
and takes Mr. Thompson’s mail into his office. 


THE OFFICE OF THE MANAGING EDITOR of Life should 
be huge—and it is. Everything is on a large scale, 
to accommodate the hundreds of photos and stories 
that must be seen and selected by Mr. Thompson. 
His desk is oversized but surprisingly uncluttered. 
Perhaps this is evidence of Pat’s housekeeping as well 
as her boss’ working habits. 

Along two walls stretch long tables—each about 
12 feet long and 5 feet wide—where pictures for 
each page of the magazine are spread for study and 
placement. On the edges of these layout tables are 
white buttons, spaced about a yard apart. These buzz- 





Managing Editor Ed Thompson holds layout sessions five days a week. It’s Pat's 
job to keep a “mockup” of the coming issue as the magazine takes shape. 


ers enable Mr. Thompson—wherever he may be—to 
signal Pat when he needs her. Time is precious when 
a news-picture magazine must be made up every week. 
Pat, too, has a buzzer, with which she can summon a 
messenger for rush memos to be delivered to other 
offices. 

Pat meets deadlines all week. Different pages go to 
press on different days. Color pages have to close 
early. Layout revision is the rule, rather than the ex- 
ception, as ads are moved or increased and copy is 
changed. 

Mr. Thompson holds layout sessions five days a 
week. Pat must know when to interrupt him and also 
how to handle the would-be interrupters. Usually, 
however, it’s the boss who does the interrupting. Pat 
hears him asking her to sprint down to the layout 
room for more pictures on a story or to summon a 
researcher for additional background material. 

After Mr. Thompson decides what shall be on each 
page, Pat puts the information on a long sheet called 
a “mockup.” She makes several mockups a_ week, 
adding notations concerning proposed copy, as the 
magazine takes shape. There are always changes, be- 
cause Life keeps pace with day-to-day events. Her last 
job on Saturday is to type the final mockup. 
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PAT HAS BEEN SECRETARY to the top editor for only a 
few months. Like many another secretary, she got the 
permanent assignment by making good on a temporary 
job. With a fine record in the company, she had been 
asked to work for Mr. Thompson when his secretary 
was on a three-month leave of absence. Nearly a year 
later, when the secretary resigned, Mr. Thompson 
remembered Pat. She earned the big promotion by 
adapting quickly and working with good spirit and 
genuine enthusiasm. 

She has worked for only one company, and in that 
company at only three other jobs. First, she was sec- 
retary to the director of market research for Time- 
Life International, where her work in the general 
area of advertising and promotion gave her a solid 
basis for the opportunities that followed. 

Her second job was entirely different. As secre- 





The fruits of a week's 
labor, right off the press. 


tary to the assistant publicity director of Time, Inc., 
in charge of radio and television, she worked more 
often with people outside the company. 

Her next job, as secretary to the national-affairs 
editor of Life, meant working closely with the staff 
Pat feels that the variety of experience these positions 
provided helped to fit her for her present job. She had 
learned something about advertising and publicity. 
In the national-affairs department, she watched a 
story from its beginnings as an idea through the 
stage of assembling copy and pictures. Now, as sec- 
retary to the managing editor, she sees the story in 
its final form. 

Pat is glad she moved around before she found the 
desk where she hopes to stay. “If | were a beginner 
starting in a big company—because, of course, I can 
only speak about a big company—I’d want to move 
around a bit. | wouldn't advise anyone to move too 
quickly or to change simply for the sake of changing. 
A girl may start off in a job that’s right for her, but 
usually she has to work a while before she knows 
what she really wants. 

Pat continued thoughtfully, “I think I'd try to 
learn all I could about the company. In a large or- 


ganization there are all kinds (Continued on page 49) 
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FOR YOUR WINTER VACATION: 


An age-old ceremony in 

a modern-day setting. Man 
meets bull in Mexico 

City’s famed arena. 





Mexico’s new look—fabulous hotels tower over the sandy 
beaches and blue-green waters of the harbor at Acapulco. 


Betow: The “old look” in a land of contrasts. A heavily 
laden burro pauses to rest before a wayside shrine. 





a siesta im mexico 


AY WE SUGGEST that you refrain from taking ~ 

your “two weeks with pay” next summer and 
choose a winter holiday instead. You'll find that 
swapping a summer vacation for a gay winter siesta 
has several big advantages. 

Escaping to a sunny spa at a time when youre at 
low ebb and struggling with sniffles and sneezes is 
one sure way to put the bounce back into your step. 
This doesn’t mean consigning yourself to a dull sum- 
mer with no time out for fun. It’s usually not difficult 
to arrange for summer weekends that include trips to 
the beach, outdoor picnics, backyard barbecues, and 
other forms of relaxation. With several of these little 
interludes spaced throughout the summer and the big 
vacation saved for the winter, you can spread your 
holiday cheer through the year. 





































~ De 


© . 


Perhaps no winter-vacation spot offers so much 
excitement, foreign atmosphere, scenic beauty, culture, 
relaxation, and shopping fun at so little cost as our 
friendly southern neighbor, Mexico. 

Typical calendar art might lead one to believe that 
Mexico is, for the most part, a cactus-sprinkled desert 
land populated with lazy, carefree Indians dozing 
under big sombreros. Nothing could be further from 
the truth. This magnificent land south of the Rio 
Grande is a paradise of exotic fruits and flowers, rich 
greenery, and succulent vegetation. It’s also a country 
of fascinating contrasts. Snow-capped volcanoes, 
17,000 feet high, tower over blossom-carpeted valleys. 
The remains of early Indian civilizations—pagan tem- 
ples, pyramids, altars—stand side by side with Spanish- 
designed cathedrals. 

Mexico City, the nation’s capital, is located on a 
plateau 7000 feet high. Here you'll find elegant hotels, 
night clubs, gay boulevards, museums, cathedrals, art 
galleries, bullfights, and jai-alai games. There are chic 
shopping centers where jewelry, leather goods, and 
baskets are unbelievably inexpensive. Native markets, 
colorful curbside flower stands, and serape-draped, san- 
daled Indians stand out in charming relief against the 
skyscraper background in this (Continued on page 52) 
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Three skiers start out on 

a cross-country tour 
through the snowy vastness 
of the Laurentians. 
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Early morning in the mountains—enthusiasts 


head for the slopes. 


PHOTOS: CANADIAN GOVERNMENT TRAVEL BUREAU 


The center of attention—a “snow bunny” describes her first day on skis. 


HERE COMES A TIME in the cold, gray months 

that start off each new year when the chill winds, 
drab atmosphere, and postholiday doldrums drag 
heavily on just about everyone. What's needed is a 
change of scene, a change of pace. What better way 
to get it than a vacation! 

More and more, the idea of a winter vacation is 
catching on. Employees like it, for it provides a break 
in routine just when it’s most needed. Employers 
favor it because it means that everyone won't be away 
during the peak vacation periods of July and August. 

For those lucky enough to have a winter vacation, 
the general inclination is to head south. We offer 
another suggestion, another direction—go north for a 
ski week in the Laurentian mountains of Canada. 

Admittedly, it’s cold up there. But it’s a clear, crisp 
cold that makes your eyes sparkle, your cheeks glow. 
Days of fun in the Great Outdoors will have you 
feeling warm no matter what the temperature is. 
And, you'll go home with a beautiful sun tan. 

There’s snow in Canada, too. Literally tons of it, 


covering everything—from towering mountains to 


small villages—with a mantle of white that stays white. 
It’s beautiful, breath-taking—a perfect base for that 
best of all winter sports, skiing. 

At this point, some readers may shudder delicately. 
Slide down a hill on two narrow pieces of wood . . . 
fall over cliffs run the risk of breaking bones 

never! Florida, here they come. But make no 
mistake about it—skiing is fun, and safe fun at that. 
Even if youre a beginner, you need have no fears. 
Canadian ski schools are staffed by world-famous in- 
structors. A few days under their tutelage and you'll 
be doing snowplow turns and stem christies with con- 
fidence. And once you've experienced the thrill of 
skimming down a white-clad hill, the wind singing in 
your ears, youll be caught by the magic that calls 
skiers back to the mountains every year. 

Experienced skiers can brush up on advanced 
techniques in class and then take off for the slopes 
on their own. Most Canadian resorts have tows and 
chair lifts so skiers can have all the fun of going down 
without having to work their way back up. 

For those who decide that (Continued on page 53) 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 55) 


words / can be teasers 


What's the Difference Between— 


The following words are often incorrectly used interchangeably. See if you can tell the difference 


between: 


lL. Healthy and healthful 2. A house and a home 3. Into and in to 4. Uninterested and disinterested 


Business-Vocabulary Matchups 


The first column contains ten frequently used business terms. Can you match each with its brief defini- 


tion in the second column? 


1. collateral a. Debts or money obligations 

2. liquidation b. A middleman 

3. liabilities c. A public officer who certifies documents 

4. assets d. Engaging in a hazardous business transaction in hopes of making a large profit 
5. bankruptcy e. The year by which accounts are reckoned 

6. fiscal year f. Property pledged as security for the payment of a debt 

7. jobber g. Anything of value owned by a person, firm, or estate 


8. notary public h. A person empowered to represent another in a matter; the instrument by which he is 


empowered 


9. proxy i. The state of being legally unable to pay one’s debts 
10. speculation j. The settling of accounts and the distribution of assets in winding up an estate or a business 


Qualified Comments 
What adjectives would you select to qualify the noun comment in each of the following situations? 


1. A comment that hints indirectly that someone is not 3. A comment that is intended to detract from a person’s 
to be relied on. reputation or ability. 


2. A comment that tends to excite a person or a group 4. A comment that is meant to give praise to something 


to anger or tumult. or someone. 


Wanted: Adverbs 


Supply the letters that should be added to each of the following to build the correct adverbial form. 


1. accident 2. incident 3. automatic 4. practical Dh MURINE scccciccscece 


G. petite .....0........ 7. frantic .... ss 8. dramatic 9. specific — 10. terrific 


Masculine or Feminine? 


For each of the following words: (a) indicate whether it is masculine or feminine; (b) give the correct 
spelling of the word for the opposite gender. 


1. confidant 2. executrix 3. actor 4. alumna 5. comedian 


6. masseuse 7. blond 8. aviator 9. heroine 10. host 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


The Art of Making Friends 


WOULD LIKE TO KNOW just 
how friendly one should get 
with fellow employees? Is it all 
right to go out socially with them? 
Is it unwise to accept an invitation 
to a co-worker’s home; to invite her 
to your home? Today, many work- 
ing people have very little oppor- 
tunity to make social contacts out- 
side the office, yet I’ve seen so 


many business-social friendships 
end in hurt feelings and_ bitter 
words. 


THERE ONCE WAS A TIME when an 
employee never became _ friendly 
with her fellow workers. She went 
to work, garbed in somber hues, 
and greeted her co-workers with a 
brief “Good morning.” During the 
day she conscientiously kept her 
nose to the grindstone, rarely spoke 
unless spoken to, and at five o'clock 
she said “Good night” and de- 
parted. 

But times have changed. Today, 
the business world tends toward in- 
formality. Companies pride them- 
selves on maintaining a friendly 
atmosphere within the organiza- 
tion, and they advertise this fact. 
Help-wanted ads read: “You'll en- 
joy working here . . . pleasant sur- 


roundings .. . social activities . . . 
congenial atmosphere . . . agreeable 
associates.” 


Many companies employ a num- 
ber of girls from a single graduating 
class. Others encourage their em- 
ployees to “recruit” friends and 
relatives. There’s a spirit of con- 
geniality evident—from mail rooms 
and typing pools, right on up to 


the offices of top executives and di- 
rectors of the company. 

Remember, though, that there’s 
a difference between being friendly 
and making personal friends. You 
usually divulge your innermost 
thoughts and secrets to only a few 
people, but you may be friendly 
with a number of others. It’s fun 
to chat with co-workers, lunch with 
them, entertain them, and be enter- 
tained in turn. It's wise to use 
discretion as to what you say and 
how you say it. 

The first days on a job are al- 
ways important. Don't rush into a 
new office and immediately start 
talking about your personal life. 
You may find yourself working next 
to Miss Know-It-All, who, in one 
breath, asks you how you got your 
job, what your salary is, where you 
worked before, and whether you 
have a boy friend. Within minutes, 
she’s broadcasting your life history 
to the entire staff. Get to know 
your co-workers first. Then you'll 
be able to determine which ones 
you'd like for personal friends, 
which you'd consider only as ac- 
quaintances. 


FRIENDsHIPS—whether they are 
made in heaven or in the office—do 
involve a certain amount of risk. 
Differences can arise between the 
best of friends; when they occur 
between people who work together, 
the results can be awkward. Un- 
fortunately, there isn’t much that 
one can do in such a situation. 
Those involved can attempt to see 
“the other fellow’s viewpoint.” Out- 
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siders should continue to treat both 
girls as usual and try not to take 
sides with either one while the 
argument lasts. 

Personal friendliness shouldn't be 
overapparent in the office. Don't 
become a member of a clique and 
subject yourself to criticism from 
other workers and perhaps even 
from your supervisors. 


THERE ARE TIMES when friendship 
is sought for ulterior motives. The 
secretary to an important executive 
may find herself very popular with 
certain people whose interest lies 
not in her personally, but in what 
she can do for them. Anyone in 
such a position must use good judg- 
ment, treating everyone courteously 
but without favoritism. It soon be- 
comes easy to spot the “favor seek- 
ers” and they can be given a polite, 
discreet brush-off. 

The best policy to follow in an 
office is to be polite and pleasant 
with all your co-workers and 
selective in choosing your personal 
friends from the office staff. If you 
faithfully follow this formula, there 
is no reason why you cannot work 
efficiently with members of the 
office staff during the day and have 
fun with them after five. 





Is there a special office problem 
that you would like discussed in 
this column? Submit your ideas 
and questions to Miss Butner, and 
she'll try to cover them in a forth- 
coming issue. 
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Ricnt: If your shoulders ache after an extra bout 
of typing, this may be the result of incorrect posture. 
Sitting posture should be erect but relaxed. 


BeLow: Adjust your chair so that it fits the small 
of your back at waist level. Raise or lower it 
so that your feet touch the floor comfortably with one 
foot slightly ahead of the other for balance. 


. ¥ \s ‘ 


PHOTOS COURTESY OF ROYAL McBEE CORPORATION 


FIVE' 


S A GOOD SECRETARY, you devote many hours 

to analyzing your boss’ job. Occasionally, you 
give it conscious attention, working out ways for him 
to produce more with less effort. 

More often, you're not even aware of the time you 
spend developing new methods or concocting little 
schemes to help him. As you leave his office, you 
remember the way he searched in his file drawer for 
a paper; and into your mind pops an idea for a bet- 
ter arrangement that you'll suggest when he’s free. 
Or, you've heard him say he'll call back later because 
certain figures weren't at hand during a telephone 
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0’CLOCK SPARKLE 


conversation; and you resolve that the next time you'll 
give him any references he may possibly need when 
you announce such a phone call. 

Why not analyze your own job a little more 
thoroughly? You may think you've organized it for 
maximum efficiency, but have you? Not if you droop 
at the end of the day, if your shoulders ache after 
an extra bout of typing, if you find unexpected black- 
and-blue spots on your arms and legs, or paper cuts 
and scratches on your hands—not even if you find it 
hard to keep that disposition sunny when you snag 
your stockings on desk or chair. 








Less four o'clock fatigue and fewer aches and pains 
will not only brighten your working day, but also en- 
able you to work faster and with better results. 


The first place to look is at your typewriter, 
because the initial step in a job analysis should be 
for reduction of fatigue. 

If you have an electric machine, you're lucky, for 
vou've forgotten the difference between throwing the 
carriage a few hundred times a day and merely touch- 
ing the return key. You may even have forgotten the 
extra effort you used for every letter when you had 
to hit the key instead of touch it. 

Typing posture is important whether you have an 
electric or a manual machine. With either machine, 
fatigue position—encouraging neck and shoulder pains 
and backache—is generally the result of a slumped 
body and feet curled around the legs of your chair. 
To put it another way: sitting posture should be erect 
but relaxed. 

Adjust your chair so that it fits the small of your 
back at waist level and helps keep your shoulders 
straight. Raise or lower it so that your feet touch the 
floor comfortably, with one foot slightly ahead of the 
other for balance. 

If you've noticed that typing for any sustained 
period causes fatigue in you and errors in your letters, 
the heights of your chair and your typewriter table 
or shelf are probably not right for you. Invest a few 
minutes in adjusting your chair and then study the 
height of your table. 


AUTHORITIES ON POSTURE have demonstrated by ex- 
periment that many tabies are too low and force the 
typist into a position that lowers the head, neck, and 
shoulders and causes :iuscular strain. Miss Stella 
Willins, former champion typist and now manager of 
the school department of the Royal Typewriter Com- 
pany, advises: “From my experience in champion typ- 
ing and with champion typists as well as office typists 
and students, I feel strongly that the height of the desk 
should vary from 27 to 30 inches, depending on the 
height of the operator.” If you are about average 
height, 28 or 29 inches from the floor is probably right 
for you. If your table is 26 inches from the floor, you 
may not be able to persuade your boss to buy an 
adjustable desk or a table high enough for you, but 
you might get the carpenter or office handy man to 
make a wooden box to fasten to your desk. This will 
add the right number of inches; and, before your 
typewriter is clamped to it, it can be painted to match 
your desk. 

In determining the correct height after your chair 
has been adjusted, remember that your forearms 
should be parallel to the keyboard. Your arms should 
slope downward in the same position as the slope 
of the keyboard—on the manual typewriter, at ap- 
proximately a 30° angle; on the electric, at half that 
angle or less. 


These adjustments will not only make you more 


comfortable, they will also increase your speed and 
accuracy. 


Let’s have a check up of your desk as the next step 
toward five o'clock sparkle. Been finding mysterious 
snags in your nylons these days? Run your fingers 
over the edges of your desk and legs of your chair. 
Pull out the lower drawer and try the bottom edge. 
But beware—do it carefully so that you won't risk a 
splinter in your finger. Smooth the rough spots with 
sandpaper or an emery board, and put cellophane tape 
on them until the carpenter is available for a more 
professional job. 


Now, PULL OUT THE DRAWERS for a look inside. Do 
you usually toss the scissors back so that sometimes, 
when you're in a hurry for a telegram blank, you get 
scratched or cut? Try placing scissors and _ letter 
openers so that they are laid lengthwise pointing 
away from you. Collect loose thumbtacks and put 
them into an envelope or empty typewriter-ribbon 
box. The bottom drawer, where undoubtedly you 
keep a few personal supplies, may be most in need of 
attention. Have you ever groped for a comb that has 
slipped out of sight and instead found a forgotten 
corsage pin suddenly sticking into your finger? 

From the bottom drawer, go back to the top of 
your desk. A glass surface may be causing glare and 
eyestrain. If so, a desk blotter will eliminate the glare. 
Make sure the light bulbs are strong enough and that 
your desk lamp is high. If you're near a window, try 
to sit so that the light comes over your left shoulder. 


Do you have proper ventilation and circulation? 
Not all of us have air-conditioned offices yet, so a few 
well-placed fans may be a good idea. 


When you turn to the files in your campaign against 
aches and pains, examine them for overloading. Pull- 
ing a folder out of a tightly packed file drawer is a 
strain. And, resolve never to slam the drawer shut. 
Use the handle, and take no chances on a smashed 
finger. Above all, never have two file drawers open at 
the same time—unless you want the file to topple over 
on you or give you a bump on the head as you 
straighten up. Make sure that no heavy book or un- 
attached fan is left on top of the file cabinet. Drawers 
are often slammed and can jar a heavy object over the 
edge in your direction with uncanny accuracy. At 
this time of the year, you may be setting up new 
files, so here’s your chance to plan them against over- 
loading. If you're buying new equipment, be sure to 
get the roller-bearing type. 


You might also remember a few space facts. If 
January brings a shifting of equipment in your office, 
don't forget that an adult of normal size needs at least 
30 inches of space to pass between two pieces of 
furniture. To push your chair back and get up from 


your desk requires the same (Continued on page 50) 
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ACK IN THE DAYS when the typewriter was the 
last word in office mechanization, secretaries had 
little need to be machine-minded. But, with the ad- 
The Art of vent of automation in every phase of daily living and 
working, the smart secretary realizes that her knowl- 
- edge of office equipment is a decided asset for ad- 
B vancement on her job. 

cine a One of the areas in which machines are widely 
used in business today is duplicating. Whether you 
are a secretary who is a pivotal wheel in a one-girl 
Good Copycat office, or the administrative assistant to an execu- 
tive in a large firm, you inevitably will be called 
on to make duplicate copies of certain material. 
Knowledge of which duplicating process and which 
BY ADRIENNE FROSCH machine to use is important—but equally important is 
a clear picture of your own needs, It seems reason- 
able, for example, that if an interoffice memorandum 
will have a short life, it need not be as permanent 
as a notice to customers informing them of the latest 
price changes that are to be added to existing price 

catalogues. 
In general, keep five factors in mind when decid- 
ing which duplicating process to use: (1) speed, 
(2) ease of operation, (3) economy, (4) versatility, 


and (5) maintained legibility. These factors will have 





special meaning to each user. One secretary will think 
of ease of operation in terms of machine operation, 
and another will think of the preparation of masters 
or stencils. Economy can be measured by the original 
cost of equipment, or by the labor involved in prepar- 


ing masters or in operating the duplicator. 


PERHAPS THE MOST WIDELY USED of all the duplicating 
processes is stencil duplicating—more commonly called 
“mimeographing.” The heart of mimeographing_ is 
the stencil, a fibrous tissue sheet coated on both sides 
with a waxlike substance. When struck with a type- 
writer key or pressed with a stylus, the coating is 


pushed aside, leaving the fibrous sheet exposed. The 





mimeograph machine brings stencil and blank paper 
Ditto, Incorporated, features a new model offset duplica- 
tor that makes the offset process practical fcr office use. 





When only a few hundred copies of an item are need- 


ed, hectograph duplicating—spirit or gelatin type— Spirit duplicating has the advantage of being simple, speedy, 
may be used. Pictured here, Heyer gelatin duplicator. and economical. The model shown here is the Heyer “Conqueror.” 


TODAY’S SECRETARY @ January, 1957 19 





























Perhaps the most widely used of all duplicating processes 
is mimeographing. (Photo courtesy of A, B. Dick.) 


together, then forces ink onto the paper through the 
openings in the stencil. 

Mimeographing has become more versatile in recent 
years with improvements in stencils, inks, papers, and 
machines. By using inks that dry on contact with 
paper, it is possible to produce up to 180 copies a 
minute. Legible copy is obtainable on papers of 
widely varying weights. 

Mimeographing is used extensively where maximum 
legibility or permanence of copy is demanded. Vari- 
colored inks are available for mimeographing, and it 
is possible to run several colors on one piece of copy. 

Measured against the five yardsticks, mimeograph- 
ing offers a good combination of speed, ease of opera- 
tion, economy, maintained legibility, and versatility. 
Nearly any size or type of paper can be used with 
mimeograph equipment. Copy is permanent and 
quality is excellent. Thousands of good copies can be 
obtained from one stencil. 

Stencils are easy to prepare—simply be sure you 
have a clean typewriter, fix your ribbon adjuster to the 
stencil position, and then proceed to type your copy. 
To make corrections, gently rub over the error with a 
glass burnisher or the rounded end of a paper clip, 
paint with a light coat of correction fluid, allow to 
dry, and type over the mistake. 


WHEN ONLY A FEW HUNDRED CoPtEs of an item are 
needed, hectograph duplicating—spirit (sometimes re- 
ferred to as liquid) or gelatin type—may be used. The 
spirit process is steadily replacing the gelatin. 

In spirit duplicating, typewriting or handwriting on 
a master sheet trausfers a carbon deposit to the back 
of the sheet in reverse image. When the master is put 
on the duplicator, the image is ready to be transferred 
again—in positive—to the impression papers. Since the 


carbon deposit on the master diminishes as each copy 
is made, the process is necessarily limited to a few 
hundred copies. 

It is important to use a heavy touch when type- 
writing or handwriting so that the amount of carbon 
deposited will be thick. 

Preparation is easy—simply make a copy, on a master 
sheet, of the material to be duplicated. Corrections can 
be made by using an eraser, a special pencil, or a 
razor blade. You can also block out errors with strips 
of self-adhering paper. Running off the copy requires 
little mechanical skill. 

This process is generally used when only a few hun- 
dred copies are needed in a hurry and it is not neces- 
sary that the copies be permanent. It is widely used 
for interoffice communications, instructions, etc. Spirit 
duplicating has the advantage of being speedy and 
economical. 

One of the disadvantages of this process, however, 
is that the carbon deposit on the master sometimes 
stains hands and clothing. In order to cope with this 
problem, several firms now manufacture transfer sheets 
containing colorless chemicals, so that there is no pos- 
sibility that typists or others who handle the master 
sheets will stain their hands or clothes. 

“Azograph,” a new development of A. B. Dick Com- 
pany, combines cleanliness with speed, simplicity, and 
economy. “Chemograph,” a duplicating process by 
Ditto, Incorporated, is also a favorite with white-collar 
girls. In addition to colorless chemical sheets, wax or 
plastic-coated carbons that do not stain the fingers 
are also available from many firms. 


GELATIN PROCEssS requires that the copy be placed on 
the face of the master. The carbon is then transferred 
to a gelatin roll on the machine—either flat-bed or 
rotary. As blank paper is fed through the machine, 
the image is transferred to the paper. 

In both hectograph-duplicating processes, carbons 
are available in a variety of colors. As many as eight 
colors can be reproduced at the same time with only 
one run of the transfer paper. 


ANOTHER DUPLICATING PROCESS is Offset. It is a method 
of duplicating or printing from a positive inked-image 
plate (usually paper composition or metal) to a rub- 
ber-blanketed cylinder. The cylinder receives the 
negative image and then transfers, or “offsets” a posi- 
tive image to the impression paper. The process pro- 
vides extremely high-quality copy, particularly for 
halftones, line drawings, and previously produced 
images to be copied in the same, enlarged, or reduced 
size. 

Many thousands of copies can be produced from one 
master or plate. It is also possible to produce a master 
from a master—thus perpetuating the length of run. 
Multicolored copy or “color process” work is frequent- 
ly duplicated on offset machines. Offset is most often 
used when a relatively large amount of printed copy 


is desired, when especially long — (Continued on page 54) 
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“ HORTHAND CAN MEAN dif- 
Ss ferent things to different peo- 
ple. To the uninitiated, it’s merely 
a mass of curves and lines, about 
as comprehensible as the hierogly- 
phics on an Egyptian tomb. To the 
businessman, it’s a bridge between 
his thoughts and the written expres- 
sion of them. To the secretary, it 
represents a necessary skill, one 
that she must have to do her job. 
And the wise girl knows that the 
better her shorthand speed and ac- 
curacy, the greater her chances for 
success in the business world. 

Like many other skills, however, 
shorthand cannot be learned by a 
bit of wishful thinking or with a 
snap of the fingers. It takes hours 
of work and practice—but the re- 
sults certainly justify the effort put 
forth. 

There was a time when the onls 
way for secretaries—present and 
future—to build and maintain dic- 


tation speed was through experi- 


ence gained in the classroom or on 





the job 


a point. But many an ambitious 


This was practical—up to 


girl found she had free time to de- 
vote to extra practice and no actual 
way to do it. Relatives and friends 
soon tired of acting as “dictators.” 
Radios didnt repeat sentences or 
pause to allow a struggling student 
to catch up. All the ambitious miss 
could do was curb her energies and 
wait for the next days return to 
school or job 

Time and science can solve most 
problems, and this one was no ex- 
ception. Thus, today, we have 
shorthand-dictation records availa- 
ble in several series and in speeds 
for all phonographs—78 rpm, 45 


rpm, and 33) 


rpm. 

The advantages of using records 
for dictation practice are many. 
First—obviously—is the convenience 
thev ofter 


and where you please, allow hours 


You can practice when 
or minutes, according to your 
whims. Then, since each record 


contains a number ot accurately 


timed letters, listening to them de- 
velops rhythm and speed, Re- 
sult—a fatigue-free writing style. 

\ third advantage is that dicta- 
tion records allow you to select the 
speed your present skill can handle 
master the dictation on those par- 
ticular records, and then go on to 
the higher speeds. But the lower- 
speed records are always at hand 
tor ready reterence and quick 
brush-ups. 


Your 


higher speeds is limited only by 


progress to higher and 
the amount of time vou devote to 
practice. Go as fast or as slow as 
When vou feel that you 


can take the letters on one record 


you wish 


move on to the next 
Youll probably find 
that the records offer 


and stimulus that actually 


with ease, 
higher speed 
a challenge 
make 
practice enjovable 

Secretaries will gain as much 
from the use of shorthand records 
as students will \ beginner 


anxious to go (Continued on page 47) 
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O MATTER what kind of job 
N you hold, vou have one thing 
in common with almost all other 
working women: you have a boss. 
Smart businesswomen realize that 
their progress often depends on 
how well they get along with their 
These have 
found that work is more rewarding 


superiors. women 
and more interesting when you are 
on good terms with your boss. 

To insure better teamwork on 
the job, the Lake Shore Chapter of 
the National Secretaries Associa- 
tion (International) recently asked 
Chicago employers to state what 
they most disliked about  secre- 
taries. Replies ranged from “long 
fingernails” to “failure to deliver 
phone messages promptly”; but the 
ten main pet peeves formed a map 
of pitfalls to avoid if you want to 
get along with vour boss. 

Some of the dislikes are stum- 
bling blocks to a suceessful career 
in any line of work; others are ant- 
hills—small but annoying. As a 
peace-loving boss pointed out, “The 
items noted are the little things that 
make the 
pleasant working relationship and 


difference between a 


merely tolerable conditions.” A 
quick review of the bosses’ pet 
peeves (listed according to the 


number of times they were most 
mentioned ) can show you how well 
you are getting along with your boss 
—whether you are taking any de- 
tours on your career path. 


|. LACK OF INTEREST in the work. 
Men deplored a woman’s apparent 
unwillingness to really learn the 
business. A consultant who trav- 
eled a great deal and thus had 
observed many secretaries in action 
criticized their limited knowledge 
of their employers’ businesses. In- 
difference and a “flip attitude when 
matters are serious” indicated a 
similar disinterest to other bosses. 

Women can disprove this charge 


by turning their natural curiosity 
to the business. When was the 
company begun? Who founded it? 
What was his purpose? How has 
the firm grown? How does it rank 
in the industry? What are the most 
significant facts about the business? 

The more vou know about a sub- 
ject, the more fascinating it be- 
comes. Read vour company litera- 
ture or catalogue, keep up with 
vour field by reading a trade paper, 
get the over-all business picture 
from the financial pages of your 
newspaper. Above all, ask ques- 
tions. A boss commented, “I like a 
secretary to call my attention to any 
part of a letter, report, or decision 
right. This 
shows her interest in having things 


that does not seem 
done correctly.” 


2. TAKING CARE OF personal matters 
at the office. 
calls topped the list of annoyances 
along _ this 


Personal telephone 
line. Conversiations 
about grocery lists and arrange- 
ments for dates didn’t just bore 
the bosses; they infuriated them. 
One boss complained that his sec- 
retary failed to drop personal tasks 
or phone quickly 
enough when her services were 


conversations 


needed, and another wished that 
secretaries would leave their per- 
sonal problems at home. 

In short, as a third boss put it, 
“A secretary should regard the of- 
fice as an office; I dislike the girl 
who considers it a social center or 
a home.” 


3. SUPERIOR ATTITUDE. With human 
relations steadily mushrooming in 
importance, your attitude often car- 
ries as much weight as your apti- 
tude. Many more workers are dis- 
missed from jobs because they 
cannot get along with other people 
than are fired because they lack 
the necessary job skills. 

Bosses interested in eliminating 
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friction in the office blackballed 
“secretaries who ‘lord’ it over co- 
workers.” Other unpopular traits 
included “a domineering attitude,” 
“feeling certain work beneath her 
dignity,” and “a dislike of working 
for, or with, persons other than the 
boss.” 

“Many of the things that a secre- 
tary does appear to outsiders as 
having been done at the direction 
of her boss,” commented one em- 
ployer. “This assumption places 
certain responsibilities on her to 
see that her actions reflect what the 
boss wants. Many a boss has ac- 
quired a reputation for being un- 
friendly just because of the un- 
friendly attitude of his secretary.” 

On the matter of attitude, two 
fallacies were debunked by the em- 
ployers: (a) The idea that a sec- 
retarys importance is in direct 
ratio to the altitude of her boss’ 
position, and (b) the belief that you 
should impress the boss with your 
knowledge. 

“Knowing some of the bosses of 
the secretaries who feel this way, 
and knowing the bosses’ work in 
their respective companies,” one 
boss elaborated, “I think it is a 
grave mistake for a secretary to as- 
sume that because her boss is the 
vice-president she is better than 
the secretary who works for some- 
one who is not so high on the staff.” 
Another boss resented his secre- 
tary’s “attitude of trying to be well 
informed on every subject and 
smarter than her associates.” 


4. LACK OF INITIATIVE. Bosses de- 
cried the lack of initiative shown 
by women in business matters, large 
and small. Some employers listed 
these examples: (a) Does not attach 
previous correspondence to letter 
to be answered. (b) Does not push 
you to answer correspondence. A 
certain amount of prodding is good, 
even for the boss. (c) Doesnt 
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find things to do when not kept 
busy by my assignments. 

Obviously, the secretary who 
can't see the need for attaching 
previous correspondence to a let- 
ter would never make the grade 
with a boss who viewed initiative 
on a much larger plane. One boss 
felt that “the thing that separates 
the secretaries from the stenog- 
raphers is the ability to anticipate 
the boss’ needs. A secretary can 
only do this by making a concen- 
trated effort to study her boss and 
how he operates.” 

Another man who felt that the 
boss was the most profitable subject 
a girl could study aired his pet 
peeve: “Lacking initiative in going 
ahead and doing things for fear 
she may not be doing the right 
thing. I would rather have a sec- 
retary who makes a few mistakes 
than one who is forever asking 
what to do and how to do it. This 
lack of initiative is sometimes the 
fault of the boss for not giving the 
secretary leeway in making deci- 
sions, but more likely it is failure 
on her part to understand her boss’ 
job well enough to have the neces- 
sary self-confidence.” 


5. TARDINESS. Bosses were vehe- 
ment about secretaries who were 
habitually late. One man noticed 
that his secretary was always fifteen 
minutes early. When he marveled 
at this feat, she confided, “I learned 
it the hard way. I was fired from 

my first job for being late!” 
Besides pleasing the boss, punc- 
tuality gives you an important 
bonus. A business writer observed, 
“It takes so little to be outstand- 
ing,” after he had figured that the 
average worker wastes an hour be- 
fore settling down to work each 
morning. You can garner five 
“extra” hours a week by getting 

down to business promptly. 
(Continued on page 48) 
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a 
Secretary or 


HEN YOUR BOSS has an inspiration, dictates 

for ten minutes at 100 words a minute, and 
then says: “Don’t take any pains with it. It's a rush,” 
are the results satisfactory? 

Or are you normal? 

And when he dictates—his speed increasing with 
his enthusiasm—is he able to put all his phrases 
in the most effective places, use flawless grammar, 
and the best choice of words? 

Or is he normal? 

Very few of our most successful writers—even the 
ones who are connoisseurs of phrasing—can write a 
completely satisfactory first draft of an idea. Re- 
cently, the author of a story in a leading magazine 
said she rewrote the story seven times before she was 
entirely satisfied with its presentation. 

Most of us who work for busy businessmen know 
that, with the exception of simple and brief documents, 
most first drafts do not read exactly the way the 
dictator wants them to. Even though we have time 
to read our shorthand over carefully and take pains 
with punctuation, phrasing, and paragraphing—substi- 
tuting a word now and then to avoid repetition or add- 
ing a word for clarity—we are often asked to retype 
a letter because it is too wordy or because it doesn’t 
quite sound the way it was intended. Of course, 
reading our notes back to the dictator in his office and 
making changes there eliminates many rough spots; 
but that takes time, too, and often results in the kind 
of shorthand notes that require deciphering. And, 
even then, the dictator often changes the first draft 
or wishes that he had time to change it. 


SOME BOSSES WILL NEED CONVINCING that a rough 
draft is the shortest distance between the inspira- 
tion and the final masterpiece. The sales manager 
of a large corporation dictated a lengthy proposal to 
be read to the president of the firm at a meeting. After 
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finishing the dictation, he said, “Eleanor, I need 
that for a meeting in a half hour.” Eleanor hesitated, 
then said hopefully, “Mr. Dane, may I make a sugges- 
tion? I think a rough draft would save time in the 
long run. If I type one qujckly, without taking time 
for inserting small details, my first draft will take 
only a few minutes.” She explained that after he had 
made whatever changes he might want, the second 
draft would merely be a matter of straight copying. 

Noting his look of skepticism, she added, “And 
we'll probably have a much better final draft.” 

Mr. Dane consented. And, after reading the rough 
draft, he smiled. “Guess you're right about the value 
of a rough draft. I do have some changes on it.” 
He added a paragraph and revised the wording of 
his opening sentence. 

Twenty minutes later, a neat and improved version 
of Mr. Dane’s proposal was ready. It was a credit 
to his reputation as a sales manager and to the sec- 
retary whose initials appeared in the corner. 


WHEN PEOPLE READ worpy, ineffective correspond- 
ence, they have no way of knowing that it was a “rush 
job,” dictated and transcribed in much less time than 
should have been allocated. They merely judge what 
they see as the best that that particular office could 
produce. Maybe the boss accomplished the almost 
superhuman job of dictating a fair presentation of an 
idea that was complex and difficult to word, in only 
five minutes. And, maybe the secretary proved her- 
self one in a thousand when she transcribed a fairly 
neat and accurate draft in a few minutes. But the 
addressee doesn't know these facts. 

Yes, Mr. Dane knew that he was not a Pulitzer-prize 
contender or a literary genius—he was a normal busi- 
nessman. 

And Eleanor knew she was not Houdini or a first- 
class court reporter—she was a normal secretary. 
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Transition Trio by Rosecrest. Cropped cardigon jacke!, about $20 
Slim skirt, about $15. Both in fine flannel, Colors, navy or white. 
Sizes 8-18. White dacron-and-cotton blouse, about $6. At Jordon 
Marsh, Boston; Dayton's, Minneapolis; and Franklin Simon, New York 





————— 


— 





Cotton-knit outfit by Phil Rose of California. Top 
comes in gay stripes of toast, royal, red, and charcoal 

About $5. Pants, in black or red, about $8. Sizes— 

small, medium, and large. At La Salle’s, Toledo 


Sporteens’ reversible quilted skirt—solid black 


or red on one side, a colorful print on the other— 
with its own matching blouse. Sizes 10-18. Skirt, $10.98. 
Blouse, $5.98. At Hutzler Brothers, Baltimore. 





Lamp! Fashions presents two versatile outfits that will form the mainstay 
of your winter-vacation wardrobe now and be perfect for the office later on. Each suit consists 
of four pieces — a jacket and skirt in checked or striped cotton cord, a contrasting solid-color blouse, 
and an extra skirt that matches the blouse. Sizes 7-15, 8-16 
Four-piece ensemble complete, about $25. For the store 
in your area write to: Lamp!, Dept. 100, 
Cleveland 14, Ohio. 
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oy custom-made make-up has 
dingly pretty and has given her 


made her outstan 
added poise and self-confidence that are sure to help 


At the start of her visit to Diedre s cosmetic salon, this 
New York secretary is a girl of just average looks 
her both on the job and after five 
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ANY, MANY YEARS AGO, when great-Grandma was a girl and a little rice powder on the 

nose was the only cosmetic a lady would think of using, beauty was pretty much a matter 
of luck—either you were born beautiful or you weren't and that was just about the end of the 
story. But, whatever your beauty shortcomings, that’s seldom the end of the story today—and 
particularly not at the New York cosmetic salon of Diedre, beauty and make-up authority. 

Emphasizing that “there are no homely women, only lazy ones,” Diedre has developed her own 
ideas on how to achieve beauty and has created the cosmetics to bring these ideas to life, in a 
price range within easy reach of the budget-minded career girl. Behind the operation at Diedre’s 
is the basic theory that cosmetics cannot be mass-produced, but must be custom-made to bring out 
& woman's personal beauty. A firm believer in a “soft, but dramatic make-up,” Diedre demon- 
strates that an individual facial make-up, when properly applied, can make a woman look as 
much as ten years younger, and prettier than she ever imagined possible. 

Diedre believes in the use of only colored ( never black or brown) eye liners and mascaras, 
which make the eyes seem brighter by reflecting light into them. Also stressed at this salon are 
muted rouges and lipsticks that can never clash with what you're wearing, since their “colorless” 
quality enables them to pick up their coloring from your own skin and clothing. And, for days 
when overwork and fatigue have put dark circles under your eyes and deepened the lines around 
your nose and mouth, there’s a final touch of magic—a flesh-tinted “cover-up.” When blended 


into your foundation, cover-up will seem to erase all shadows, tiny blemishes, and lines. 


For further information on these preparations and other products in the Diedre line, you can 
write to Diedre, Dept. TS, 510 Madison Avenue, New York, New York. 









1. Holding the Personalized Make-up Chart, Diedre 
indicates where each cosmetic is to be applied. 
When completed, the chart will record the condition 
of the skin, corrective measures to be taken, and 
formulas of all cosmetics created for the client so 
that she may easily reorder. 


2. After the skin has been cleaned and freshener 
applied (or astringent if the complexion is oily), a 
foundation is custom-blended. On the face, the 
foundation gives a glow, not a shine, to the skin. 


3. When applying mascara, says Diedre, hold the 
brush in a vertical (not a horizontal) position; and 
look down into the mirror. Never, never use a black 
or brown shade of mascara. Instead, select mascara 
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and shadow that will bring out and deepen the 


color of your eyes. 


4. After outlining the mouth with a brush, a muted 
shade of lipstick is used to fill in. And, for a really 
festive evening, try a little “lip glow” on the lower 
lip to add a final touch of glamour. 
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BY RUTH GREGORI 





The main consideration when buying any piece of lingerie is r A competent salesclerk will not 


only help you to find the right size but will also recommenc 


HAT ARE little girls made 
of? Sugar and spice and 
everything nice...” 

And for big girls, as well as 
little ones, there’s nothing to make 
you feel nicer or more luxurious 
than beribboned, lacy, feminine 
lingerie—the fancier the better. 

Grandma may have swooned in 
the nineties at the mere thought of 
doing up the yards and yards of 
ruffles on her petticoats and cami- 
soles; but the modern miss can 
bring home a petticoat frillier than 
any Grandma could have dreamed 
of, without a moment's concern 
over its upkeep. 

Today, lingerie is available in 
fabrics combining the strength of 
cotton, the luxury of silk, and the 
practicality of nylon. And_ this 
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season, color has taken over—with 
shades ranging from mint green, 
canary, beige, deep turquoise, and 
purple, to blush and rosy pinks, 
scarlet, and icv blues. In fact, there’s 
such a wealth of color to choose 
from, it’s now possible to key a 
whole lingerie wardrobe to the 
shade of your choice. 


BUT WHAT SHOULD a lingerie ward- 
robe consist of? Though personal 
preferences will affect your own 
requirements to some extent, most 
fashion authorities agree a_ basic 
wardrobe should contain: 

4 bras (including 1 strapless ) 

3 girdles (including 1 panty ) 

6 pairs of panties 

4 slips (either full or half) 

1 full petticoat or crinoline 
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a style best suited to your needs. 
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3 pairs of pajamas or 3 night- 
gowns 

1 quilted or heavy robe 

1 lightweight duster 

While there may be some debate 
as to how many pieces you need 
for a minimum wardrobe, there's 
perfect agreement among stylists 
that the main consideration when 
buying any piece of lingerie is fit. 
No suit or dress, regardless of its 
cost, will look right if it doesn't 
fit—and outer garments can't fit if 
what is underneath them doesn't 
fit well. The right-fitting bra and 
girdle are of primary concern if 
you really want your clothes to 
look their best. 

Unless you've worn the same 
style before, always try on a girdle 
when buying (Continued on page 55) 





Today’s Secretary 


Goes Shopping 





Praise for your favorite cook ( your- 
self, perhaps? )—a “shadow box” that 
proclaims she’s the best. Ceramic box 
is 4 inches square, comes in yellow or 
turquoise, complete with gold cord for 
hanging. May be ordered with inscrip- 
tion shown or with a personal variation 
—“Ann Makes the Best Spaghetti,” 


Th 


Helen, 
on 

















“Jane Bakes the Best Cake,” ete. (In- 
scription must meet space require- 
ments. ) Shadow box is bound to please 
the cook, brighten the kitchen. Can 
you imagine a cuter “bread and butter” 
gift? The price—only $1, postpaid, 
trom Stratton Snow, Dept. TS, P. O. 
Box 1898, Delray Beach, Florida. 
(When ordering, please state desired 
name and inscription. ) 


Nice way to spend that Christmas 
check—on good-looking moccasins for 
at-home wear. Choice, glove-soft leath- 
er cradles your feet; foam-rubber in- 
provide comfort. 
Moccasins come in a bevy of colors— 


cherry red, smoke, taffy tan, white, 


soles walk-on-air 





light blue, and pink—all accented with 


tiny nailheads. Available in a wide 
range of sizes, from 3% to 13, in widths 
trom AAAAA to EEE. Price is a low 
$5.45, postpaid; no extra charge for 
large sizes. Satisfaction guaranteed. 
Order the Princess Slipper Moe direct- 


Moccasin- 
Street, 


ly from the manfacturer: 
Craft, 63G Mulberry 
Massachusetts. 


Lynn, 


A Basketful of Fragrance that will 
give your closet and your clothes the 
right touch of scent. Dainty wicker 





basket is packed with either im- 
ported “French Perfumed Lavender” 
or imported “Algerian Perfumed Rose 







10 PRINT WALLET 
PICTURE HOLDER 
with each order 


WALLET 
4 


PRINTS 
00 °:: 
25¢ 
handling 
ACTUAL SIZE AC 2) 
242" x 342" 


LIMITED TIME OFFER: Valuable 
vinyl window picture holder given 
with each order of famous ROY 
Wallet Prints. Perfect portrait 
snapshots for job, school, pass- 
port applications a lasting 
memento to give and exchange 
with family and friends. Send us 
your picture (or negative) with 
$1.25 which includes handling for each pose— 
get back your original with 25 beautiful ROY 
Prints on luxurious silk-finish portrait paper 
along with your FREE picture holder. Order 
today—satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. SK-12, GPO Box 644, New York 1, N. Y. 


FREE PHOTO-HOLDER COUPON 





ROY PHOTO SERVICE 
Dept. 8, GPO Box 644, New York 1, N. Y. 

! am enctosing $........ for , (25 
Prints $1.25) each of eeee pictures here- 
with. Send FREE Print Holder. 


— 


GIP. occncessesee Zone... . State . 
Money Enciosed - Photo or Neg. Enclosed 


| Name 
J 











THE SECRETARY'S $498 


GIFT 

BOXED 
CHARM BRACELET re 
Twelve accurate miniatures of the secretary's 


profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 11-S, NEW YORK 10, N.Y. 





a 


§ BUTTERFLY CLIPS 


Delightfully smart idea—colorful clips as delicately 
exquisite and colorful as real butterflies. Wear them 
in your hair for glamorous evenings—add a deco 
rative note to hats, dresses, sweaters, scarves, et 
The shimmering pastel wings are highlighted with 
sparkling contrasting sequins. Perfect for decorating 
special gift packages. Eight 4%,” x 14%” Butterfly 
Clips in lovely satin lined, acetate gift box. 


RAJAH ENTERPRISES %1-00 ppd. 


Dept. TS, Box 261, Englewood, New Jersey 








FORCES You To Save 


$100.00 a Year Automatically! 


Get Perpetual Date & Amount Banks. 25¢ a day keeps 
date up-to-date. Also registers amount saved. Makes 
you save daily, or 
calendar date won't 
change. Save _ for 
car, home, college, 
wardrobe, gifts, va- 
cations, payments, 
etc. Use yeor after 
yeor. Order several. 
Reg. $3.50. Now 
only $1.99 each; 3 
for $5.75 prepaid. 
Mail cash, check or 
money order to LEE- 





CRAFT, Dept. TS, 
300 Albany Ave., 
Brooklyn 13, N. Y. 
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WANT TO BE A CPS? 


Start preparing now for the next CPS exams 
with our study guide or correspondence course 
(write for prices). Used for 4 years in the fa 
mous Long Beach, California, course: and by 
students, colleges, and corporations in 32 states 
Study Guide, $3.08; Practice Tests, $2.08. Texts 
available. Business Research Associates Incor- 
porated, PO Box 7093, Long Beach 7, California. 




















—"5 ENGLISH vou sacxe 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver 
Bationalists. With my new C.1l. METHOD you can 
stop making mistakes, build up your vocabulary 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE, 
Write TODAY! Don Bolander, Career Institute, 
Dept. 1451, 25 E. Jackson, Chicago 4, tl. 
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£ntirely by Mail 


BORROW $50 TO $300 {us tour 


You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer will not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr.  Brundidge, Ala. 


e Name 
® Address 
: City 








State 


Do You Make These 
Mistakes in English? 


MANY PERSONS say “‘between you and 
instead of “‘between you and me 

or usé who"’ for ‘‘whom’’. Every time 

you speak or write you show what you 

are. Mistakes in English reveal lack of 

education, refinement. Real command of 





es 











English will help you reach any goal 
Only 15 minutes a day with Sherwin 
Cody's famous invention—and you can 


actually SEE your English improve. It Sherwin Cody 
teaches by HABIT—makes it easier to do the RIGHT 
way Wonderful self-correcting lessons. FREE BOOK. 
Lack of language power may be costing you thousands of 
dollars every year, See what Mr. Cody's method can do 
for you; it costs nothing to find out. Write now for free 
book, ‘‘How You Can Master Good English in 15 Minutes 
a dey."’ Sherwin Cody Course in English, 1741 Central 
Drive, Port Washington, N. Y. No salesman will call. 


SThin Hair= 


NOW- 


HORMONEX SERUM 
F 
HAIR AND SCALP 





Helps restore liveliness body to 

thin, mistreated hair-—at once! 

Helps give s« he natural female 

hormones required by woman's 

attractive. Stimulates tiny blood ves 

ings more blood to scalp feeds hair 

dyed, bleached hair look fuller, heavier, 

livelier, hold wave better. Gives wonderful highli s with 
out greasiness. Drop directly into scalp. See thin, lifeless 
damaged hair—look younger, healthier, heavier—or money 


back. Handy supply 


SEND NO MONEY—7 DAY TRIAL TEST 
Send name and 
C.O.D. postage 


dropper bottle, 2 months 


Pay only $3.5 
and tay—-on guarantee 


address 0 on 


rrival plus 
! 


yu t e satis 
ing HORMONEX 





fied with first results or return remairz 
SERUM for Hair and Scalp fer money back. Or save 
money. Send $3.85 which includes tax and we pay postage 


Same guarantee 


MITCHUM COMPANY, Dept. TS-H1, Paris, Tenn. 








101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 


1 


Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 


























ov neednt be! Now you can 
remove unwanted hair forever 
— in the privacy of your home 
— with the famous Mahler Hair 
Removal Epilator! Acclaimed 
by thousands of women who 
have discovered how Mahler 


TROUBLED 
WITH 





UNWANTED 












destroys the hair root perma 
nently! By following our instruc- 
tions you, too, can learn to use 
the Mahler safely and effi- 
ciently! Positive money-back 


guarantee! Act today! he. 








Send 5¢ for illustrated 16-page 
booklet "New Radiant Beauty’! 























What Is Your’“1.Q@Q.“’? 


AT LAST—you may take an approved, reliable 
adult inte lligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D17, Box 401, Pale Alto, California. 











WHOLESALE CATALOG! 


Big Discounts for your own use. 
Appliances, typewriters, phonographs, 
watches, jewelry, housewares. 


GLENN SWOFFORD 


1023 Gregory St., Greensboro, North Carolina 

















ACTUAL SIZE 
2a x 342 
pos mem 
Ideal For Giving to 
dK © FRIENDS 
@ RELATIVES 
@ CLASSMATES 
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Made on the finest silk-finish, double 
weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 
unharmed with order in a very few x 
days. Minimum order: 25 pictures 





Smart idea for 
4 @ COLLEGE & JOB from one pose. 

APPLICATIONS eemaenmeee es 2 ee oe ajee al 
@ PASSPORTS & VISAS a LARGA-PIC — BOX 2Z- 20 a 
And many other uses 8 BROOKLINE 46, MASS. 5 
Enclosed is $.. for pictures ; 
x Name . ; 
4k Address “ 
City Zone( )State : 
wane et ete ae eee eee eee Se eo 


WE 
POSTAGE e 
tion portrait Fi 


* 


“ 
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Buds.” 


tibbor 


delightful gift. 


$1.50, 
pany, 


Decorated with blossoms and 
is. A pretty closet accessory, a 
Wicker basket is only 
postpaid, from Downs & Com- 
Dept. TS, Evanston, Illinois. 


Learning a language can be fun! 


These 


Frenc 


set contains five 


decks 


instructions tor 


and g 


clever card games will teach you 
h or Spanish easily, quickly. Each 
different games, ten 
of cards in all, with complete 
playing. Vocabulary 


rammar are assimilated through 


repetition, accomplished without your 


even being aware of it. 


Games can be 


played alone, or with one, two, or three 


perso! 


is. It’s an 


inexpensive 


way to 





learn a language, too—sets are only 
$4.95, postpaid. Trial offer lets you 
order the set or sets of your choice, use 


them 
not c¢ 
order 
of th 
Gay 


South of the Border” 


each 
thoug 


to the 


for ten days, and return them it 
»mpletely satisfied. For those who 
promptly there’s a bonus—a copy 
e fact-filled “Getting Along in 
Paree,” and/or “Getting Along 
will be sent with 
set. Books may be kept, 


even 


h sets are returned. Write today 
Language Institute, Inc., Dept. 
TS, Hamilton Law Building, Allen- 


town, 


Bread, 


to you 


serving trays. 


lustro 
fully 


sign. 


hold rs 
ess or shower gift. 
set of 
From 
TS, Box 64532, Los Angeles 64, Cali- 
fornia. 


Pennsylvania. 


crackers, and cookies come 
ir table in style in these imported 
They’re fashioned from 
us, durable cherry color- 
hand-painted in provincial de- 
Well made, and large enough to 


wood, 





1 goodly lot. A pretty, novel host- 
Trays are $2 each; 
two is $3.75, all prices postpaid. 
Helen Hahn Company, Dept. 
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I SET MY SAIL FOR SHORTHAND 


(Continued from preceding page) 
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HAVE A SUCCESSFUL 


N THE COMING YEAR, the 

OGA contest, announced last 
month, will draw together thou- 
sands of shorthand writers from 
every part of the globe. These con- 
testants, who will drill for profi- 
ciency and skill, are aware that 
there are great opportunities in all 
fields for well-trained secretaries. 


IF YOU ARE A SHORTHAND rookie en- 
tering your first contest, do not 
neglect to drill! It will take a lot 
of practice to develop a shorthand 
writing stvle with the fluency and 
“finish” that rates you as a top- 
ranking shorthand writer, but the 
result will be worth it. 

Here is a check list of official 





pointers to help you analyze your 
notes: 


* Writing should be smooth and 
fluent. To obtain fluency, have a 





clear mental picture of the form 
you want to make before you write 
it. Write the outline often enough 
to be able to write it perfectly each 
time. Strive for a free, continuous 
writing movement. 


¢ Curves must be properly formed 
to permit easy joinings. Note that 
the strokes for r, l, f, v, d-tem, 
d-ten curve most at the end. Also, 
k and g begin and end on the line; 
r and | begin and end a little above 
the line, so that the base of each 
curve rests on the line. 


¢ Maintain uniform proportion in 
the length of strokes and size of 
circles throughout the copy. Main- 
tain a good difference in the size of 
circles. Close all circles and loops. 


e The hooks should be made small, 
narrow, and deep. The difference 
between an expert shorthand writer 
and one of lesser skill can often be 
determined by the kind of hooks 
they write. 


e The slant of the characters 
should be normal and uniform. 


Don’'T BE TOO GENERAL in your crit- 
icism of your shorthand. Study 
individual characters and strive to 
improve them. The Gregg Short- 
hand Corrective Slide will help you 
in the analysis of your notes; so, 
if you have one, do use it. 
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NEW YEAR! 


ULRICH 


Director, Gregg Awards Department 


One other point: If you are using 
a pencil (shorthand submitted for 
the Teacher’s Division and for the 
Superior Merit Certificate Award 
must be written in ink), have sev- 





eral well-sharpened medium lead 
pencils handy for use. Do not try 
to write a prize-winning specimen 
of shorthand with a blunt pencil or 
with poor ink and paper. It will be 
worth your while to buy good tools. 

“What is the good of all this 
practice?” you may ask. Well, read 
this letter from a secretary in a 
large Midwestern company: “My 
desk is always crowded with much 
work and responsibility, but I took 
time out after five to practice the 
OGA Contest copy. You were so 
right when you said that the prac- 
tice would improve general ability 
to take notes and transcribe them! 
I have just had the experience of 
reporting a high-priority meeting, 
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and I had no difficulty whatsoever 
either in taking down nor in tran- 
scribing my notes. I couldn't have 
done that a month ago! Result: I 
have been appointed official report- 
ing secretary for my company, and 
the promotion carried with it a 
very, very nice increase in salary! 
That’s why I am writing my thanks. 

“We have several _ secretarial 
skill-building study groups in the 
company now. The company has 
made Topay’s SECRETARY available 
to each one of us who wanted it— 
and, of course, we all did—so we 
practice the Competent Typist 


Tests, the OAT Tests, and we have 
three speed classes in shorthand 
right now: one for the beginners, 
one for stenographers writing 100 
to 120 words a minute, and one for 
secretaries who are writing 120 
wam and want to improve their 
speed. 

“By the way, how can we take 
the shorthand speed and transcrip- 
tion tests you mention? Some of us 
would like the certificates.” [Busi- 
ness Teacher, containing these 
tests, will be mailed free to office 
supervisors on request. | 


Many letters from secretaries, 


students, teachers, and shorthand 
reporters tell of the successes they 
have had as a result of entering the 
OGA Contest. What they have 
done, you can do. 


SO, CONTINUE YOUR PRACTICE on the 
OGA Contest copy. Mail your 
entry in time to reach us by March 
1 and start the tests you will 
take this month. When you apply 
for the awards, tell us how 
your test and awards program is 
working. 

May the new year bring you the 
greatest success! 





OGA 
SENIOR 


Chis material includes just about 
very possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 
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INTER-OFFICE MEMORANDUM 


To: Harry Connelly From: Richard Morrison 
Location: Sales Department Location: Executive Offices 
Subject: Sales for 1956 Date: January 15, 1957 


Dear Harry: 


In a few days you'll get copy of the Profit and 
ss Statement for December. At first glance it will 
ok good, but when it is compared with last December's, 

shows a big drop in sales. Aalewaat 


? 

I think, Harry, that we'll have to take a go dao™ 
at our sales operation. The attached comparisongshows 
that sales for the last year have been slowly,declining. 
We've thought of possible causes for this and‘taken swings 
at remeding the situation. However I am sure #hat you ~~ 
will agree with-me that the time has come for some decif- 

4 n ‘<7 
7 action peer pero ; ™ 
In looking over ,the expense reports 
I have poticed that expenditures are at an all-time high. 
I am aware that costs have gone up on innumerable items, 
but it seems to me that we are not getting a gooc return 
on each expense dollar. Our prices have gone up slightly, 
our expenses are up, and our ¢xp¢ sales should show an in- 


~ oP 
+Oo°0 


re Fe, they don't. 
Let's have a meeting in my office on Monday morning 


t, 10..0'clock abgut t ers 5: aaah I think it would 
a month-by-month breakdown of 


sales made by each salesmen during the last two years 
plus their monthly expenses. 


Let's hope that we can remefdy this situation 


RM:cp R. M. 7 ack a 
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OAT 
JUNIOR 


Center this table neatly and 
attractively on a sheet 

of plain or memo paper. 

Rety pe and practice 

the test as many times 

as you wish, then send us 

the best specimen 

of your work for an award. 


Type carefully, striving for: 

(1) accuracy—no strikeovers or 
typographic errors, (2) neatness, 

(3) good placement, 

(4) proper indentation, 

(5) correct spelling and punctuation. 
Leave a blank line between 
paragraphs, even in single-spaced 
material. Be sure to 


underscore where indicated. 





TO GET YOUR AWARD 
Mail your work to the Grege Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. « Be sure your name 
and address appear on your paper. 
e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. « January 
copy is good as membership tests for 
OAT, CT (page 42), and OGA awards 


until February 20, 1957. 











OAT 
SENIOR 


To win a Senior Award, candidates 
are required to submit this 

month's « omplete produc tion project 
the Junior Test (the table appearing 
above) and a corrected 

copy of the Senior Test 

alongside. Use either memo or 

plain paper for the Senior Test. 


Practice both tests until 

you are satisfied that you have 
produced your best work 

then submit both tests for the 
Senior Award. 














SANUARY COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) Words Words 

There are many tools that are essen- 7 But, blessing or curse, paper clips 349 
tial to the efficient operation of a mod- 15 are of utmost importance to my boss. 357 
ern business office. Not the least among 23 He would be completely lost without 364 
these are the typewriter, the pencil, the 32 an abundant supply of them. It is not 372 
pen, the stapler, and, we cannot forget, 40 that he has more than an ordinary need 379 
the wastebasket. These are tops onthe 48 to fasten papers together. My boss uses 388 
list of office needs. But the otherdayas 57 paper clips to help him think. Some _ 395 
I picked up a paper clip, it occurred to 65 people like to doodle weird designs on 403 
me that no office could manage without = 73 note pads; some men tap pencils or 410 
a good supply of paper clips. The lowly 81 chew cigars to help them get ideas. But 418 
paper clip is really a mighty clever 88 not my boss. He will tell you that for 426 
little item. Just a bit of wire so ingen- % him nothing is so stimulating to his 433 
iously twisted that it firmly clamps the 105 imagination as to calmly and carefully 441 
angry query of the customer to the 112 unbend a paper clip. As he releases the 449 
courteous reply of the businessman, 119 clip of its restraining power, he seems 457 
without tearing either letter. Yet the 127 able to clear his brain of all mental 465 
clip will slide off so easily that I can 135 blocks. His most persuasive letters are 473 
slip it off with one hand while holding 143 dictated as he waggles an unraveled 480 
the phone with the other. 149 paper clip, and his most fruitful idea 488 

I sometimes wonder who the clever 155 sessions always leave a large pile of 496 
gent was who invented the paper clip. 163 crimped wires behind. 500 
He must have been quite an ingenious 171 Paper clips, like money, go back and __ 508 
fellow. We can be reasonably sure that 179 forth from person to person and from 515 
he never foresaw all the uses that it has 187 office to office. Who knows how many _ 523 
been put to. Paper clips can make mea _ 195 hands they eventually go through be- 530 
paragon of efficiency. They enable me 203 fore they end up in some distant waste- 537 
to tag little reminders to my calendar 211 basket or musty file folder or ina pile 545 
or my desk blotter. I can flag rush 218 of stretched wires on the desk of some 553 
letters in my shorthand notebook by 225 man who has been attempting to work 560 
slipping a paper clip on the page as a_ 233 out a new idea? Yet, youseldom receive 569 
signal. I use them as bookmarks in my 241 an old paper clip. You probably have 576 
office record books. But there have been 249 noticed that the majority of the clips 584 
other times when paper clips have 256 that come with correspondence are 591 
made me seem the most inefficient idiot 264 bright and shiny. Somehow the old, 598 
in the world. These are the days when 272 dull clips seem to disappear. I wonder 606 
the extremely urgent memo somehow 279 what happens to them. Perhaps other 613 
manages to become snagged tothe bot- 286 secretaries, like me, are too thrifty to 622 
tom letter in my file box or animportant 294 throw away tarnished clips, yet are 629 
note becomes attached to the wrong 301 loath to use any clips except shiny new 637 
letter. I turn my desk almost upside 309 ones. As a result, the dull old clips are 645 
down and bite off at least three finger- 317 probably clogging up millions of clip 653 
nails before the captive paper is found. 325 containers; and the new clips go back 661 
Fortunately for my manicure and my 332 and forth, back and forth, every day 668 
peace of mind, these days are not too x0 until they, too, are bent or tarnished. 676 
frequent. 342 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Helen Whitney 
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TRANSCRIBING SPEED PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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NEVER 
A DULL 
MOMENT 














1 sense of humor is an asset in any office—as Certified Professional 


Secretary Loraine Johnson proves with her delightful tales 


a ae 
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OFF WE'RE GONNA SHUFFLE. 
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Hammond's Sports Atlas of America is 
a guide to outdoor sports for your winter 
or summer vacation. Whether it’s boat 
racing on ice in New Hampshire, hunting 
in Montana, or sailing in New England, 
the sport can be found in this indexed 
guide by E. L. Jordan, Ph.D., a Rutgers 
University professor. The contents include: 
“Table of Fishing and Hunting License 
Fees,” “Spectator Sports Gazetteer of 
America,” maps, and illustrated sections 
on sports in all parts of America and Can- 
ada. Published in October, 1956, by Ham- 
mond & Company of Maplewood, New 
Jersey, and New York City. Price, $2.95. 


Tips to Typists, from Smith-Corona, is 
a 24-page booklet full of typing hints that 
you'll want to try and put into practice. In 
addition to tabulating, | 
making carbon copies, and erasing, it also 
includes tips on 


intormation on 


“inventing” your own 
punctuation marks and atoning for “sins 
of omission” by half-spacing. For your 
copy of Tips To Typists (no charge), 
write to Smith-Corona’s main office at 
Syracuse 1, New York, or contact any of 
the company’s branch or district offices. 


Roman Candle, by Letitia Baldrige— 
Letitia (Tish) Baldrige’s wish was both 
to live and to work in Italy. Her dream| 
came to life when she spent three years in 





Rome as social and personal secretary to 
Ambassador Clare Boothe Luce. Conse-| 
quently, Miss Baldrige has many amusing 
autobiographical stories to teil—for in-| 
stance, the problems and pitfalls of ar-| 
ranging a dinner tor visiting diplomatic} 
notabies. This roman candle sparkles, as| 
a truly American secretary 
pleasant but hectic job. Published in} 
November, 1956, by Houghton Mifflin, 
398 pages, $3.75. 


recalls her| 


Adults in today’s business world are 
faced with an increasing number of letters, | 
memos, reports, trade journals, and books | 
to read in their daily work. Reading Im- 
provement For Adults, by Paul D. Leedy, 
Was written with this thought in mind. 
Mr. Leedy attempts to meet most of the 
general needs as well as the speciaiized 
demands of the average adult reader. 
Reading of graphs and other visual aids, 
business correspondence, technical ma- 
terial, and reading for the purpose of sheer 
enjoyment are all discussed. The twofold 
emphasis is on improvement of reading 
speed and comprehension. Reading Im- 
provement For Adults was published in 
September, 1956, by the McGraw-Hill 
Book Company and is available at your 





local bookstore. 


HERE [ T Is ! the only Beauty Book ever published that is 


GUARANTEED TO 





MAKE YOU MORE 















Anita 

Colby 

«+. famous 
glamour coach, 
now reveals the 
secret for turning 
“Plain Janes” in- 
to glamour girls. 


Why this sensational offer? Why does 
one of the world’s largest publishers take 
the risk of sending out thousands of books 
with this amazing guarantee? Why are 
we so positive Anita Colby’s book can 
help you? 

First ... because this is unlike any other 
beauty book you have ever seen before! It is 
equal to charm school courses that cost $50— 
$100—or more. Day by day ... just as if you 
were taking individual lessons in the most ex- 
pensive charm school ... Anita Colby shows 
you new and exciting ideas on make-up, clothes, 
grooming ... gives you tips on developing a 
more alluring figure, softer hands, more lus- 
trous hair ... gives you dozens of in-a-jiffy 
methods for disguising faults ... shows you 
how to glamorize yourself quickly, inexpen- 
sively. 

Second ... the Colby instructions are tail- 
ored to YOU ... to YOUR own personality. 
You are shown how to use only those glamour 
habits that are best for you—and you alone! 
You don’t spend any more time than you do 
right now on routine beauty care—but you 
learn all the RIGHT things to do—all the 
little secrets that im- 
prove your complexion, 
your hair, your figure, 






TTRACTIVE! 


A More Glamorous YOU in 4 Weeks 
or YOU PAY NOTHING! 


Yes... with the help of this new book you will be 
more attractive, more desirable, in just 4 short 
weeks... or you pay not a penny! It’s true! We’ll 
actually send you the book to use for a full month 
... and if it hasn’t helped you become more glamor- 
ous and attractive . 
This is the most daring guarantee ever offered on 
any book, any charm course anywhere! Take ad- 
vantage of it now ... mail the certificate below at 
,once for your free-examination copy of 





..it doesn’t cost you a cent. 





A SAMPLE OF THE WONDERFUL HELP YOU'LL GET: 
Hints for a glowing skin and complexion— tiow to have smooth, silky 


skip all over. How to really clean your face for a radfant 
complexion. Anita Colby’s ‘‘easy-to-do-at-home"’ facial. 
What to do about enlarged pores, blackheads, whiteheads, 
pimples, ruddy face, wrinkles, face fuzz. How to care for 
dry, oily or normal skin. How to make facial masks at 
home to correct oily skin and blackheads. The ‘‘Hollywood 
Slant”’ trick for a better complexion, 


How to have radiant, lustrous halr—wnich short hair styles are 
best for you? How never to have your hair ‘‘smell bad’'— 
even after a permanent. How to care for hair that is o 
wiry, baby-fine, bushy, straight, too curly. Best hair styles 
for faces that are oval, round, pear-shaped, oblong, dia 
mond. How to avoid that stiff, set look. What kind of sham- 
poos, rinses, are best for you. How to tint your hair. 


Molding your figure inte new, youthtul lines— siimminz exercises you 
can do while lying in bed, while doing housework or office 
work. The Colby ‘‘body-management’’ plan for perfect pos 
ture. How to lose weight without starving yourself. How to 
gain weight. Anita Colby’s simple routine for reducing thick 
ankles, fat knees, flabby thighs. How to reduce waist, hips, 
bust. How to develop a lovely bust-line. How to correct 
stooped shoulders, sagging abdomen. How to prevent or get 
rid of a bulky tire around the middle 


Tricks with eye make-8§—Correct eye make up for your shape 
face. How to give close-set eyes a wider-spaced look. How 
to,make small eyes look bigger, too large eyes look smalier 
How to exercise your eyes for beauty Special eye-beauty 
hints for girls who wear giasses. How to tweeze and shape 
eyebrows, apply mascara and eye-shadow. What to do if 
your eyebrows are stubborn and won't stay in place 


How to have the posture of a model—An easy posture habit that 
reduces unglamorous bulges in front and back. Causes of 
bad posture and how to correct them. How to walk and 
stand as models do. Four graceful ways to sit ‘‘like a lady’’. 
Hints on going up and down stairs gracefully. 


How te develop a charming personality— Easy ways to develop more 
interest, more zest in living. How to actually plan to make 
nice things happen to you. Developing habits of neatness 
and tidiness. How to be a good listener. Hints on being 
charming and gracious in any company. Bad conversational 
habits and how to break them. How to compel attention 
when you speak. How to enter a roomful of people. How to 
develop a beautiful smile. How to conquer shyness and ac- 
quire social poise. How to be interesting to men. 


Clothes tips for your type—simple, scientific way to find the colors 
and shades that are best for you. Foolproof way to find the 
right shades of make-up to wear with your various colors. 
What to wear to look shorter or taller. How to disguise 
large hips. What are best colors for the thin «irl. What 
kind of hat does most for you. How to save money on 
clothes. Ideas for play clothes combinations, street wear, 
evening wear and accessories. 












your poise—everything 
from top to toe. 

See the exciting dis- 
covery we for you 
in the pages of this new 
book! Mail certificate for 
Free-examination copy. 


' P ANITA COLBY’S 14-Day 


wen tat Plenty” Reducing Diet § 
Diet shows you how to 
make pounds and in- 8 
ches melt away, and g 
still eat three nourish- 
ing meals of delicious ‘ 
food each day. We'll 
send you this booklet 
FREE if you mail the 


2 months. 








FREE-EXAMINATION 
certificate AND GUARANTEE 


Prentice-Hall, 
Englewood Cliffs, New Jersey 


a 

. 

t 

t 

v 

Send me ANITA COLBY’'S BOOK OF CHARM AND GLAMOUR for 10 é 
days’ FREE examination. Within 10 days I will either return it and 

owe nothing, or send my first payment of $2.05. Then, after I have , 

used the book for a FULL MONTH, if I am not delighted I may re- a 
turn it and you will refund my first payment in full. Or I will keep 

the book and send you two more payments of $1.50 a month for : 

a 

s 

# 

i 

. 


Also, send my FREE diet booklet, which is to be mine to keep re- 
gardiess of whether or not I keep the big book. 


. 


Inc., Dept. 5886-Al 


ee Bone... « « BeatO. sc cccvcces ' 











certificate promptly. 
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The 
Favorite 
“Red Head” 
in every 
Office 


For the benefit of 
Secretaries who 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 


“\aeges 


Y. sa 
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OFFICE SHOPPING CENTER 





White gloves dramatize the revolution- 
ary new concept in ribbon-changing just 
introduced by Royal on its 1957 portables. 
The Twin Pak ribbon is wound in two plas- 
tic containers, instead of on the traditional 
single spool. Fingers handle only the 
plastic, never the inky ribbon. Winding, 
threading, and tugging are eliminated. 
Ribbon is simply dropped into the newly 





simplified guide slots on the machine's 
ribbon carrier, then the plastic containers 
are dropped into place. The first tap on 
the key automatically locks the ribbon. 
No dirt, no frustration. Time consumed: 
ten seconds on the timer! 

Royal has incorporated the new ribbon 
changer into almost all of the 1957 porta- 
bles, which come in a new range of colors: 
bright red, beige, turquoise, pink, green, 
and dove gray. Another change is the in- 
troduction of a beige-tone keyboard on 


all machines except the gray, which has 


a gray keyboard. 
For further details write to: 


New York, New York. 


Telephone Lamp is an 


Royal 
Typewriter Co., Dept. TS, 2 Park Avenue, 


attractive 
spacesaving accessory for the desk of the 


Designed especially for the secretary— 
the portable Voicewriter secretarial, by 
Thomas A. Edison, Inc. Looks so much 
like the boss’ lightweight desk machine 
that you have to look twice to tell the two 
apart. New “3-D” sound system empha- 
sizes hard-to-hear sounds and softens harsh 
words—recorded dictation becomes even 
easier to hear than across-the-desk con- 
versation. 

The Voicewriter secretarial is easy to 
operate—recording is done on slim, red 
vinyl discs. Colors (gray, Bermuda blue, 





Hunter 
green) match or complement office fur- 
nishings. Further information may be ob- 
tained by writing to Thomas A. Edison, 
Inc., Dept. TS, West Orange, New 


Jersey. 


Capri green, Morocco red and 


“Diagraphy”—a clean, colorless com- 
pound replaces ink in mimeographing and 
leaves no stain on hands or clothing! De- 
veloped by Print-O-Matic, this new sten- 
cil-duplicating compound produces sharp, 
black copies; yet it is a colorless, creamy 
fluid tinted green to provide instantaneous 
legibility. It can be poured into any stand- 
ard mimeographing machine in exactly 











uw 
z girl who has arrived—or that of her boss. 
5 Telephone fits into hardwood base. Three- 
way lamg angles light via clever tilt-top. 
- Base and color-matched parchment shade 
> are hand-decorated in 18K gold leaf. 
3 
<e) 
co 


Lamp is 23 inches high; base measures 








Whatever your preference 
—either our all-utility 
gray EraserStik (7099 
and 7099B) or our 
gorgeous new Red Head 

— you now can have | 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 












the same way as ink—no mechanical ad- 
justment or removal of old black ink is 
necessary. 

Special, inexpensive Diagraphy paper 
must be used and is available at all major 
stationery and office-supply stores. The 
compound itself comes in a handy 1- 
pound, dripproof can. For price schedules 
and other details, write to Print-O-Matic 
Co., Inc., Dept. TS, 724 West Washing- 
ton Boulevard, Chicago 6, Illinois. 


Your Dealer carries 
both styles. 


A.W.FABER 





7 by 12 inches. Colors: white, pink, tur- 
quoise, black, and gold-lit antique white. 
Also, in gold with black design. From 
The Blenheim Corner, Daniel Jones, Inc., 
Dept. TS, 314 Grand Street, New York 2, 
New York. 
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DICTATION 

L Continued from page 21) 

i this folder contains 

places in a business firm, will find A UAINTED 

that the records give her the in- 

; creased speed necessary for promo- WITH js 
tik-tack 


h tion within the ranks. The girl 
miracle discs 














who wants to apply for a certain 
job where the requirements call for 
n better-than-average dictation speed 


‘ can reach her goal by the diligent Gt poeu B® west GL 


use of records. Another secretary 







can be used over and over 


stick to any surface, metal or glass 


take the place of tacks and tape 





Pe bet Gr 


) may find that her shorthand has 





grown rusty through disuse (all 
bosses don't spend eight hours a 


; ‘ ; Keep a supply of these amazing little discs 
day dictating), lengthy vacations, 


on hand—use them instead of tacks, tape or 


















lay-off periods. A brief record glue. Here’s why—they’re adhesive on both 
et ‘ll s beine tack thor sides—stick without damage to any surface 
session WI soon TINS AC 1e! including glass, wood and tile—and they're hes t hes 
speed. neat, completely out of sight when applied. n lwo conre nie 
. = ae iad 
' Naturally, records can do great , : , 
7 What's more they're easy to handle—can’t 
things for shorthand — students. stick to fingers—may be easily removed at 
They make “homework” easier and any time and used over again. You'll find Peewee ee eee = 
. Stik-tacks perfect for mounting papers, wall 
pleasanter, allow for more rapid charts, pictures, displays, window decora- : THOMPSON-WINCHESTER CO., INC. | 
| ae “ he course igher tions, albums, bulletin boards and in hun- p 
progress during the course. Higher 1299 Boylston Street, Poston 15, Mass. 
‘ 5 dreds of other helpful, practical ways. i a 
marks will result—and never under- Please send packs of Stik-tacks, 
‘ : . 328 discs per pack, 1.00 each. 
estimate the importance of marks ORDER FROM YOUR a me i 
when it comes to getting a good STATIONER OR FROM = Nome ’ 
job. Employers always bid more B sweet | 
for the superior graduate. The onty $3.00 for P ‘ 
mart beginner knows, too, that a AR -nonsoorsnerrrremnennns enespeandieaty 
smi S, , that ¢ 
’ 35 pm 328 DISCS (four folders) QZAeemeeeeeee e 
/ faster dictation speed is going to 
smooth her way to a better job in 
almost any organization. There- 


Why does she 
during school will be equally use- 

| ful once she begins her active types her pest BOSTON 
business career. using the CHAMPION 


Business schools find dictation 


records valuable, too, since the : COPY HOLDER 
same level of speed cannot be Leberg 


achieved by all students at the 


fore, the records that helped her 





same time. Records allow each 
student to gear practice to current 
writing speed—the brilliant students 
move along faster, the slower ones 
have time to catch up. Business 
corporations use dictation records 
for in-training courses, thus great- 
lv increasing individual and over- 
all work output. 















@ all-Metal—one piece It’s handsome .. . feeds itself . . . won’t 
@ “sight level” convenience scratch 80 easy to operate ... cuts 
AR tial ; expensive? eh ostcard to phone book without tipping beautiful points every time .. . dependable 
.E DICTATION RECORDS €xpensive: - P P . and clean, too—no messy fall-out of 
Not reallv. The initial cost is sur- Today’s secretary has found the Liberty C Opy- shavings from pencil receptacle. 
’ ‘ holder an efficient aid for faster, better typing Want to see your office efficiency go up? 
p! isingly low, and the records can ...no gadgets or devices to detract the user. Put a Boston Champion Portable on every 
. . Designed so it puts copy in full view at correct desk. A small investment—but a mighty 
] : — £ P PY - 
x’ used over and over again. angle for easy, efficient work. Size: 7” wide, important one for busy, modern offices. 
Dictation records offer a simple 934” high, 5” base. So low in cost every typist 
< . c . , . 
in your office should have one. All Boston Sharpeners 
logical, low-cost way to build and ORDER NOW! If not available from your guaranteed one year. 
maintain shorthand speed for stu- local stationer, order direct from— © HOWARD 
dent, beginner, or experienced BANKERS BOX COMPANY HUNT 
Mokers of Liberty Record Storage Product PEN CO., Camden 1, N. J. 
SOC retary. 720 S. Dearborn Street ¢ Chicago 5, Illinois Also manufacturers of SPEEDBALL pens and products 
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SPEED 


INTO 
ERASING! 


If you're not using Weldon 
Roberts Jet Erasers try 
them and see how much eas- 
ier they are to handle and 
use, how cleanly they erase, 
how much time they save. 
They're NOT mechanical 
gadgets, but cylindrical stick 
erasers (about fountain-pen 
size) in attractive, transpar- 
ent plastic holders—nothing 
to get out of order. Holder 
tip unscrews so eraser stick 
can be moved outward. 


3 SMOOTH-ERASING TEXTURES 
No. 825 Red Rubber core, for 
pencil erasing 
No. 827 Gray Rubber eore, for 

erasing ink and type- 
writing 
No. 838 Green Rubber core, for 
erasing ball point pen 
and pencil 
Refills, of Course 
BRUSH WHISK STYLE for typing 
POCKET CLIP STYLE for general use 
ASK YOUR OFFICE MANAGER OR STATIONER 
FOR WELDON ROBERTS JET ERASERS NOW! 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
World's Foremost Eraser Specialists 


De sige 2 



























NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8'2 x 11 
sheet of quality stock. Prices are as fol- 
lows: 

Single copies——25 cents each 

10 to 50 copies—20 cents each 

Over 50 copies—15 cents each 


Complete set of 1O—$1.75 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 


Please send me............ copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Chemical === inesiits Electronic 
Electrical Construction 
guienint Legal Aviation 
..Oil Contract 
Medical Insurance 


......Complete set of 10 
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TEN WAYS TO GET ALONG WITH THE BOSS 


(Continued from page 23) 





6. INDISCRETION about confidential 
matters. Evidently there are sec- 
retaries who cannot keep secrets. 
The fault is tantamount to business 
suicide. When you are entrusted 
with a secret that is burning a hole 
in your tongue, quench the fire 
with this warning from a boss: “If 
a secretary does not treat important 
information as strictly confidential, 
to be disclosed to no one—not even 
her best friend—in or out of the 
office, she greatly lowers herself in 
her boss’ esteem.” 


7. POOR GROOMING. With all the 
beauty aids on the market and the 
helpful advice in women’s maga- 
zines, there is no excuse for poor 
grooming. Any boss expects his sec- 
retary to look presentable—even if 
he is inclined toward baggy tweeds. 
Good grooming involves attention 
to details, which should be a sec- 
retarys forte, anyhow. Better or- 
ganization of your time will en- 
able you to set aside a “beauty 
hour” every night for bath, sham- 
poo or pin-up, skin and nail care, 
and keeping clothes in order. 


8. RESENTMENT OF CRITICISM. Criti- 
cism is like advice—easy to give 
and hard to take. But there is a 
trick to taking suggestions heroical- 
ly. A businessman explained that 
you should appreciate criticism; it 
proves that the boss is interested 
in your work and your potential. 
Consider it a compliment that your 
boss wants to help you learn from 
your mistakes. If your boss never 
criticized your work, this man 
added, it would mean that he 
thought you were beyond help! 


9. sLoppy work. Bosses said they 
were particular about punctuation, 
spelling and neatness of typewrit- 
ten reports and letters, because a 
secretarys work reflects on her 
boss. 

One of the easiest ways to in- 
sure quality work is to obtain and 
use a good dictionary. Check 
doubtful spelling of names by re- 
ferring to the various registers and 
directories in the office. When you 
finish a letter, ask yourself: “Would 
I be proud to sign this letter if a 


secretary presented it to me?” 
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Proofreading letters will help you 
catch any error—and may save your 
boss’ face and your company’s 
money if it is a serious mistake. 
Above all, check with the boss be- 
fore you type anything that does 
not make sense to you. 


10. UNWILLINGNESS to assume re- 
sponsibility. Although the com- 
plaint that women are not willing 
to assume responsibility placed 
tenth on the Chicago employers’ 
list, it is the one heard most often 
from men in general. Bosses con- 
tend that women want to do only 
one or two things; they do not 
want to learn varied tasks. Per- 
haps women hesitate on this score 
because they do not want to appear 
overagegressive. 

A thoughtful boss admitted, “One 
of the most difficult things a sec- 
retary must learn is the extent to 
which she is expected to serve her 
boss. One boss may expect lots of 
personal service, such as buying 
gifts or arranging trips for his 
family. Other men expect to do 
those things themselves. I once had 
a secretary who had been trained to 
do everything for her boss, and we 
had quite an adjustment period!” 


IF YOU WANT TO TAKE ON more re- 
sponsibility, but are not sure just 
how much initiative your boss may 
appreciate, you can win his trust 
gradually. Suggest that you handle 
minor tasks for him or answer rou- 
tine mail to save his time. When- 
ever you complete an assignment 
satisfactorily, repeat your willing- 
ness to help in any other way you 
can. After you learn to handle a 
good deal of detail work for him, 
both of you will have enough con- 
fidence in your ability to keep en- 
larging your job—and your pay 
check. 

Your help will free your boss 
for his most important functions, 
planning and making decisions. If, 
besides assuming responsibility, 
you heed the other hints for get- 
ting along better with the boss, he 
may decide to promote you. As one 
employer summed up the situation, 
“True value is only achieved by a 
woman's willingness to get things 
done!” 





sain ereae eerste = 








ene ae 


TS GOES TO LIFE 


(Continued from page 11) 





of opportunities. I don't believe in sitting in one spot 
unless you're sure it’s the one for you.” 


PAT HASN'T SAT LONG IN ONE spor during much of her 
life. She was born in Texas, moved to Georgia when 
she was five years old and to New York when she 
was ten. After graduating from high school, she at- 
tended Mt. Holyoke College in Massachusetts. At 
the end of her sophomore year, when it was time to 
decide on a major, she realized that she wanted to 
work in an office and would need secretarial training 
whether or not she had a college degree. “I decided 
to save two years,” she said with characteristic sim- 
plicity, “so I left Mt. Holvoke and went to secretarial 
school.” 

Pat selected the best school she could find—Katha- 
rine Gibbs; and she remembers, as all Gibbs graduates 
do, that she never worked so hard as when she was 
there. She took the intensive one-year course offered 
to girls with college credits. As soon as she had her 
diploma, the school’s placement bureau sent her to 
Time, Incorporated, for an interview. She got the 
job and, never one to waste time, she started working 
the same day. 

Pat's 


she has 


interest in current events is sharper since 


Life, as is her interest in travel. 


been at 
Perhaps her moving about as a child helped, but she 
thinks she got the travel bug as a result of her job. 
In the national-affairs department, she had to keep 
track of eight reporters and four writers. She made 
travel reservations for them, knew where they were 
at all times, heard their comments when they re- 
turned, and read their stories. 

THREE YEARS AGO, Pat did something about her vearn- 
ing to travel. Adding a three weeks’ leave of absence 
to her vacation, she took off for Japan. She loved 
it—in spite of the fact that she arrived during the 
rainy season. Floods obviously didn't dampen her 
enthusiasm, for she hopes to return to the land that 
is “like a Japanese print, only more so.” 

Since then, she has been to Nassau, Italy, and 
Spain. Last year, it was Mexico; and this year’s va- 
cation will probably be determined by what story 
or pictures capture her imagination. There’s a lot of 
glamour in Pat's life—both on vacation and on the 
job—but perhaps the glamour is there because Pat 
quietly works it out that way. 

Asked what qualifications were necessary for a job 
as secretary to an editor, Pat gave these: accuracy 
in details, ability to keep things straight in one’s mind 
us well as on the desk, and enough liking for people 
to work calmly under pressure. 

Life has always been important to her. She remem- 
bers it as part of her childhood because her parents 
vere subscribers from the very first edition. Life is 
even more important to her now—it’s her life. 
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UNBEATABLE COMBINATION! 





C ocko-SUPER-KOTE CARBON PAPER 


‘COn0 
CHROME 


treatment 


and 


Coco's 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 
sions—and it is available only 
from Codo. 







Oe 


CODO MANUFACTURING CORPORATION ! 
TRY CORAOPOLIS, PENNSYLVANIA 
THEM | Nome : _ : : | 
Type name on! Address 
your letter- | City — 
head for | 
free samples ; oom 
Loupanceteenebatidnandeteenesehienasnenen J 








(COLORED SIGNAL CHANNELS ARE) 
POSITIVE REMINDERS 








{ YOu 


NEED THIS BUSINESS SAFEGUARD — 


to follow up “time due’”’ records such as purchase orders, 
collections, insurance, contracts, quotations, production 
schedules, etc. Green signal channel for the months—red 


eee See ee aap SEE YOUR STATIONER 
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HASTINGS, MINNESOTA 





“TARY @ January, 1957 49 












Clorrections 
are So Hasy 
to make 


om fluid caplicator masters with 


(\Y/2id'/ correction tape 


FAST, NEAT,CLEAN+ NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 





1. PRESS ON reverse side of 2. TYPE CORRECTION with light 
master over error. No moist- touch, using same carbon. 
ening . . . just LAY IT ON Master stays in typewriter 
with a finger touch. . no realigning. 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman —you'll like it 


AVERY ADHESIVE LABEL CORP. Div. 152 


117 Liberty St., New York 6 © 608 So. Dearborn St., 
Chicago 5 © 1616 So. California Ave., Monrovia, California 
Avery Adhesive Label Corp. (Canada) Ltd., 207 Queen’s 
Quay, Toronto 1 © Offices in Other Principal Cities 


Please send samples of Avery adhesive Correction Tape 


my name 





company 





address__ 





city. state 

















FIVE O’CLOCK SPARKLE 


(Continued from page 18) 





amount; so, between your chair and the wall, 30 is 
again the minimum number of inches to allow. Before 
the porter moves your files, make sure there’s enough 
space in front of them for you to pull a folder from 
the back of a drawer. Experiment before you place 
them opposite a wall or another row of files. 


“Accidents will happen,” even in the best of offices. 
The Metropolitan Life Insurance Company once re- 
ported that about one accident per working day oc- 
curred in their own home office. Nearly a fifth of 
these were cuts and scratches. Others were falls, 
strains, bumps, and collisions. The National Safety 
Council warns against tugging at stuck windows, 
tripping over floor plugs or wires, climbing on chairs 
or overturned wastebaskets, and getting shocks from 
closing a desk well without disconnecting the cord of 
an electric typewriter. 


A THOUGHTFUL sURVEY of your own office will perhaps 
remind you to have the pencil sharpener moved away 
from a corner doorway, the files bolted together, the 
electric fan securely clamped high on a wall, or a 
wastebasket tucked underneath a desk. You may be- 
come aware, too, of some individual habit that it’s 
time to give up, such as leaving a desk drawer slightly 
ajar. That little convenience may well be the reason 
your desk gives you a black-and-blue spot every now 
and then. 


For the secretary, a stitch in time means not only 
needle and thread available for emergency repairs, 
but a first-aid kit for inevitable cuts and bruises. Of 
course, after your job analysis, youre quite sure 
youll never need it. But remember—there’s that guy 
in the office with you. Your boss may go searching 
through the files some day. If he does, he’s apt to 
start at the top, pulling out one drawer after another, 
looking for the “Y” folder. When you hear a yelp, 
youll know the file has fallen on top of him and he 
has at least one bruised wrist and three scraped 
knuckles. Or, when he receives an award for the best 
sales record of the year, he may be so anxious to get 
it on the wall—as soon as you've had it framed for 
him—that he'll try to hang it himself. Bang—and he 
has a smashed finger on his hands. 

Your kit might include a few “Band-Aids” in various 
sizes, Mercurochrome, aspirin, burn ointment—even 
colorless nail polish to stop the runs in your nylons. 
Treat scratches and cuts—even paper cuts that are 
razor-sharp—with real respect. If you leave them un- 
treated, they can result in serious infection. 


PREVENTION OF FATIGUE as far as possible, precaution 
against accidents, and prompt attention to injuries, 
however trivial, will send both you and your boss 
home with more five o'clock sparkle. 
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SET MY SAIL FOR SHORTHAND 


(Continued from page 38) 
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YOU’LL WORK 
FASTER 

AND BETTER 
| WITH THE 


GREGG BALL PE 








-CIL 
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| The Velvet Super Fine ball point writes smoothly, 
| evenly with a crisp, fine line + no point to break, 
wear down or sharpen + always ready to write, 
nothing to press, click or turn + extra-large ink 


| supply can fill stacks of memo pads + writes dry 





with banker-approved ink - can’t smear, transfer 
or fade + styled in rich blue and white + special 
cap protects point 


GREGG ball PE N:cil 


combines best features of a pencil and a pen 


New York 36... 330 W. 42nd St. 
Chicago 30... 4655 Chase Ave. 
San Francisco 4 68 Post St 


Gregg Publishing Division 
MeGraw-Hill Book Co., Ine. 


Please send me dozen Gregg ball PEN .« cils at $ per dozen. 


Name 


Address_ 


1-2 doz. $4.80 doz.; 3-5 doz. $4.56 doz.; 6-11 doz. $4.20 doz.; 12 doz. $3.60 doz 











YOU Save 56% Typing Time When 
Typing the Titles for Indexes & Guides! 


Av 
2 wwe , oper 7 \ “© 
TYPERITE by 
INDEX 


TABBING! 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 





al ae = 
acne AICO TYPERITE Tabbing has blank 
” eerccee! ¥ insert strips that are typewriter 
08 eaaaacaaetaae ie # spaced to permit the use of the line 
as ee space lever when typing titles. Ends 
proces Bee the need for soft roller work to centet 


or position the title on the insert. Re- 
duces typing fatigue & errors. 

NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 





You can now enjoy the same time saving, 
work saving features on typing the titles 


Group Of AICO Guides 
Check File Guide—Open for your Guides. Make filing, finding, 
Shelf Filing Guide— faster, easier and get a neater cleaner 


Tabulating Guide—Out 
Guide—Card Guide, etc. 
Also Custom-Made Guides. 


titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to meet your special needs 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 





INDEXES 





= \ \L LENGTH? 











BOUND VOLUMES AVAILABLE! 


Each year in June, Business Education World and Today's 
Secretary copies are bound with a heavy leather cover into 
one complete, easy-to-handle volume. Many back issues are 
still available. Check the listing below and send your order to 
Gregg Magazines, 330 W. 42 Street, New York 36, New York. 


Today’s Secretary 


Vol. No. Available Price 
53 September 1950-June 1951 1 $4 
56 September 1953-June 1954 8 $4 
57 September 1954-June 1955 21 $6 
Business Education World 
25 September 1944-June 1945 1 $3 
30 September 1949-June 1950 2 $3 
31 September 1952-June 1953 1 $4 
34 September 1953-June 1954 9 $4 
35 September 1954-June 1955 15 $6 


Orders now being taken for TS volume 58 and BEW volume 36, 
ready in January. Price: $6. 














SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 


Get a handy 
1957 MONTH-O-RAMA 
A Whole Month's 
Day-to-Day Schedule 
At a Glimpse 


You'll marvel the way this appointment 
systematizer keeps your schedule running 
smoothly. Dates, dinners, plans, invita- 
tions, meetings etc. fit into an orderly 
pattern, without conflict, The MONTH-O- 
RAMA keeps a whole month's day-to-day 
arrangements in front of you. Gives you 
. the perspective panorama you need to 
plan your time wisely 


. - Each page is 11x81”, blocked off by 
days, and the entire systematizer is 
neatly bound with spiral wire for per- 
manence Handy to keen at desk, phone 


or in brief case—for business, for the 








home, for travel. A welcome gift or 

premium Satisfaction Quaranteed, Send 

() | $100 only $1 for 1957 edition. Quantity prices 
n on request. 

y —— MONTH-O-RAMA, Amherst, Dept. T, St. Louis 5, Mo. 














A SIESTA IN MEXICO 


(Continued from page 12) 





large, bustling metropolis. 

The cares of even the most wound-up office refugee 
will melt away on the sunny beaches at Acapulco, the 
Mexican Riviera, famous for its water-skiing carnivals, 
dances, and fishing expeditions. Fabulous mountain- 
side hotels overlook the picturesque harbor. 

Visit the quaint, cobblestoned silver-mining village 
of Taxco—you ll find yourself in a romantic fairyland. 
Here, at night, lights twinkle from the little tile-roofed 
homes on the mountainsides and mingle with the stars 
in such profusion that it is hard to tell which are the 
heavenly bodies. To the strains of guitars, fireworks 
cascade over old Spanish grille balconies. During the 
day, you can spend hours in the silver shops where 
exquisite, handcrafted jewelry sells at bargain prices. 

Mexico is easily accessible to the average United 
States tourist. For one thing, no passport is required. 
You need but prove United States citizenship and 
show a vaccination certificate to obtain a visitor's card 
of entry. Air France offers a nonstop flight from New 
York that wings you to Mexico City in approximately 
eight hours. The tourist fare, including luxurious 
French cuisine and snacks, is only $198 for a round 
trip (no Federal tax). 

Once you're in Mexico, you'll find it easy to go 
far, milewise and dollarwise; for the favorite tourist 
centers are within easy distance of each other. And 
your dollar assumes new importance south of the 
border. You can taxi practically anyplace within Mex- 
ico City for 25 cents. A full course steak dinner with 
all the trimmings averages $1.75 to $2. Fine leather 
handbags that cost $7.50 in Mexico City sell for $45 
in the United States. 

Plan to spend about $16 a day for hotel, meals, and 
all sightseeing expenses (intercity as weil as intracity 
travel included). The exact cost would depend on 
your choice of hotel and how many people there are 
in your party. You might arrange for a prepackaged 
group tour through a travel agency here in the U. S. 
or in Mexico City. If you're traveling with friends, it 
might be more economical and more convenient to 
hire an independent guide-chauffeured limousine in 
Mexico City for the grand tour. Three girls recently 
traveled that way and reported that their daily costs 
amounted to only $10 each for the finest food, terraced 
hotel suites, sightseeing admissions, and automobile 
transportation. 

All in all, it takes but a relatively small investment 
to vacation luxuriously in this colorful fiesta land. If 
your annual vacation budget doesn’t cover a Mexican 
holiday right now, you might settle for small, informal 
weekends this year and save for a big vacation next 
winter. Only take heed if you do go to Mexico—for 
you may find yourself obsessed with an insatiable 
longing to return. There is an old proverb that says, 
“He who has the dust of Mexico on his heart can 
never shake it off.” 
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A SKI WEEK IN CANADA 


(Continued from page 13) 








skiing is not for them, (alas!) the Laurentians offer 
other inducements. There is ice skating, not on artifi- 
cial rinks, but on lakes frozen by Nature to a chilly 
gloss. There are sleigh rides, and toboggan slides, 
walks through never-ending vistas of white loveliness, 
iceboating, and gay cookouts. Or if you're feeling 
lazy, you can drop into a comfortable chair, sheltered 
from the wind by walls of ice, and start working on 
that sun tan. It’s warmer than you think! 

In the evenings, everyone gathers around the fire- 
place. Here, to the background music of roaring 
flames, experts compare notes on the days runs; 
beginners listen openmouthed to tales of daring on 
the slopes. There may be dancing one night, an old- 
fashioned songfest the next. Or, a group may don 
warm clothes again and venture forth for a moonlit 
glide down the slopes, or a turn on the ice. 

It's fun to go skiing with a group of friends, of 
course, but you can have a wonderful time at a ski 
resort even though you're vacationing alone. Skiers 
are noted for their friendliness and extend a warm 
welcome to newcomers, be they slalom champions or 
mere beginners. An added note—skiing has “male 
appeal.” You'll never lack for partners—on the slopes 
or on the dance floor. 

Now that we've told you why the Laurentians rate 
high as a vacation spot, let’s turn to more practical 
matters—how to get there, how much it will cost. 

The ski country is located within easy reach of Mont- 
real. Trans-Canada Airlines and Eastern Airlines have 
daily flights to that city. Or you can get there via over- 
night sleeper. Both the plane and train fares are in the 
budget class. From Montreal you can take a train, 
bus, or automobile to the resort of your choice. 

You can do well—dollarwise—as far as living ex- 
penses go, too. Most Laurentian resorts feature learn- 
to-ski weeks (experienced skiers can go, too) that 
include lodging, fabulous meals, twice-daily — ski 
classes, and all tow and lift fees. Resorts such as 
Gray Rocks Inn in St. Jovite, Chalet Cochand at Ste. 
Marguerite Station, and Ste. Adele Lodge in Ste.- 
Adele-En-Haut have rates as low as $60 and $65 a 
week. Ski weeks are generally listed for December, 
January, and March, but famed Mont Tremblant has 
learn-to-ski weeks all winter long. If you prefer 
something on a smaller scale, there are many hotels 
and pensions where you can live well for about $35 
a week. At such places, though, you usually have to 
pay extra for ski lessons and tow fees. Skis, boots, and 
poles can be rented at small cost wherever you're 
staying. 

We hope that we've given you at least a slight hint 
about the joys of a ski week in Canada. Try it once— 
youll enjoy it. And you'll probably find yourself a 
member of that group of enthusiasts who spend their 
summers longing for cold weather, their winters pray- 
ing for snow. 





...a few moments with this check list can mean 


WIDER OPPORTUNITY FOR YOU 


Each item offers a means to better performance and higher 
skill . . . select the ones that can best help you or your 
classes. 








[_] GREGG SHORTHAND DICTIONARY SIMPLIFIED— 
Gregg, Leslie, Zoubek 
Authoritative, official. In print and shorthand, over 30,000 words, plus 
separate sections on names and abbreviations. Every student and practicing 
secretary should own one. 336 Pages. List, $2.84. 


MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility 
make the ‘‘Miniature’’ an ideal gift for shorthand-writing friends, on 
appropriate award for classroom achievement, a practical reference for 
your own use, 335 Pages. List, $2.60. 


{_] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume are now in 
daily use. It serves as a handy reference for checking those transcription 
essentials. No definitions. One of the biggest ‘‘little’’ timesavers in 
secretarial practice. 249 Pages. List, $1.16. 


STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 
The classic in secretarial reference, Packed with current information thot 
will aid you throughout your career, Gives you everything: ‘‘who or whom” 
to ‘‘setting up a financial statement,’’ Lightening indexed. 626 Pages. 
List, $3.75. 


REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manvol 
on the desk of every student and secretarial worker saves hours of valu- 
able teaching and work time. It’s all right here: dictation and transcription 
tips, punctuation, grammar. Topics are numbered and coded for quick 
reference. 192 Pages. List, $1.28. 


TABULATION TYPING—Thompson 

A full treatment of the non-arithmetic easy-way tabulation. Telescopes all 
procedure into 64 pages of intensive, interesting instruction. If tabulation 
is one of your office headaches, here's the cure. 64 Pages. List, $0.96. 


PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 

Here‘’s the quick new way to step up typing speed: this new book and a 
few painless practice minutes every day! 144 timed writings ranging from 
25 to 100 wam. Modern business vocabulary used throughout. 96 Pages 
List, $1.40. 


TYPEWRITING FOR SPEED AND ACCURACY—Rowe 

A comprehensive, all-inclusive drill book designed to increase speed and 
accuracy of any level of learning. Drill material is interesting and infor 
mative. 128 Pages. List, $1.48 


|_| HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 
The key-book to an interesting branch of specialization. Treats everything 
from medical ethics to medical-office bookkeeping. 400 Pages. List, $3.75. 


MEDICAL SHORTHAND MANUAL AND DICTIONARY —Smither 
A reterence and practice book that gives comprehensive medical vocabu 
lary, a basic knowledge of the formation of medical words and phrases. 
Gives detailed cases in both shorthand and longhand. 320 Pages. List, $3.75. 


|_| DICTATION FOR THE MEDICAL SECRETARY —Berger and Byers 
Practice dictation from the three major areas: Physicai, Generali, and 
Surgical Medicine. 313 Pages. List, $3.50. 


|_| OFFICIAL GREGG SHORTHAND NOTEBOOK 
Spiral bound. Pages lie flat while writing. Smooth finished, top-grade 
paper especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest 
buy in shorthand classroom supplies. Per dozen, net, $2.50. One or two 
gross, per gross, net, $24.00. Please add 10 per cent for shipments from 
San Francisco or Dallas, 


{|_| OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 
The special glide-action fountain pen designed by Gregg for the use of 
shorthand writers. Sleek black barrel with perfect shorthand-writing bal- 
ance. identified by Gregg symbol on the cap. Each pen: $5.75 net. Dis- 
count of 20 per cent on orders of six or more. 


|_| ESTERBROOK GREGG APPROVED FOUNTAIN PEN 

Available in black barrel. No. 1555: each pen, net, $2.50. No. 9555 
each pen, net, $3.00. Renew points available. Discount of 20. per cent 
on orders for 12 or more. 


[|_| DICTATION TAPES AND DICTATION RECORDS 


A complete line of these modern training aids, available for every level 
of instruction or practice. Let us send you complete information. 
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Why not clip this list today . . . indicate the quantity of each item you 
need . . . mail if to your nearest Gregg office with your remittance. Teachers 
and training directors: let us bill you of your usual educational discount. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 

New York 36, 330 W. 42nd St. Dalias 2, 501 Elim St. 

Chicago 30, 4655 Chase Ave., Toronto 4, 253 Spadina Rd. 

San Francisco 4, 68 Post St. London E.C. 4, 95 Farringdon St. 
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WALLET SIZE 






PHOTOS 


) PLUS 10¢ 
for SHIPPING 


SIZE: 242 x 3¥2 


FREE = 
+ SAMPLE = 
RESUME 


Here’s the PHOTO 


. * 
secretaries everywhere are using 
You receive free, three full pages —a one page sample resume and 
two pages of instructions, to help you prepare resume to use with wallet 
photos. Order extras at same time for gifts — relatives, family, friends 
and identification. Your original returned unharmed with 20 special 
quality 2% by 3%, silk finish, double weight photos plus resume. 

You'll love your pictures or money returned. 





ee Ee ie ae ae ae a ee ee ee a ees Se eee ‘ 
| APPLICATION PHOTOS, Dept. 30 25 | 
Box 271, Salem, Mass. | 
We enclose portrait or photo and $ . for — FOR 
wallet photos and free sample resume and instruction sheets. $1 | 
NAME FROM| 
ONE 
ADDR 
| Ess __ —— : pose | 
| CITY ___ZONE___STATE | 





DOES AWAY WITH ALL THE DIRT 
IN MIMEOGRAPHING 


oy 
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5 At Last Mimeographing is the ““CLEANEST’’ 
h of ALL the DUPLICATING PROCESSES 
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THANKS 
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DIAGRAPHY 
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INKLESS MIMEOGRAPHING 


IS NOW A REALITY 





WORKS @ CAN'T STAIN hands, nails or clothing — washes 
out with soap and water 
PR a @ Does away with old-fashioned, oily, sticky, black 


ink DIAGRAPHY is colorless, like a hand lotion 
DUPLICATING @ Handles like dupli ink 


EQUIPMENT = @ Prints sharp ana clean. Develops to a perfect 
BLACK 

@ Offset reduced to positive minimum. Will not blur 
or fade 


SEE THE CHEMICAL MIRACLE THAT MAKES BLACK INK OBSOLETE... 


PRINT-O-MATIC CO., INC. 


724 W. WASHINGTON BLVD., CHICAGO 6, ILLINOIS 





Pioneers in New & Bett Stencil D 
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BEING A GOOD COPYCAT 


(Continued from page 20) 








runs are needed, or whenever illustrations are used. 

In preparing the original material for offset, it is 
necessary to use a heavily inked ribbon or even a car- 
bon ribbon in order to get a sharp, clear impression. 
At the present time, offset machines are not used ex- 
tensively in the office. The original material is pre- 
pared by the secretary and then sent out to a letter 
shop or printer. However, manufacturers have recently 
introduced new models that make the offset machine 
practical and economical for use in the office. These 
models feature fingertip controls and automatic opera- 
tion so that any operator—skilled or unskilled—can 
handle the machine. 

Offset provides the best quality printing of all the 
processes. Catalogue sheets, advertising and promo- 
tional material, letterheads, and direct mail pieces are 
frequently printed by offset. 


FOR FURTHER INFORMATION or demonstrations of any 
duplicating process described here, you may contact 
the following manufacturers. The code letters before 
the company name indicate the duplicating system in 
which each specializes—(H) Hectograph, (§) Stencil, 
(O) Offset. 


(O, S, H) A. B. Dick Company, 5700 West Touhy 
Avenue, Chicago, IIL. 

(S) Addo Machine Company, Incorporated, 145 West 
57 Street, New York 19, N.Y. 

(O) Addressograph-Multigraph, 1200 Babbitt Road, 
Cleveland, O. 

(S, H) Bohn Duplicator Corporation, 444 Fourth 
Avenue, New York 16, N.Y. 

(H) Copy-Craft, Incorporated, 105 Chambers Street, 
New York 7, N.Y. 

(O) Davidson Corporation, 44 East 23 Street, New 
York, N.Y. 

(H, O) Ditto, Incorporated, 6800 N. 
Road, Chicago 15, Ul. 

(H) Duplicopy Co., 224 W. Illinois Street, Chicago, Il. 

(S) Gestetner Duplicating Corporation, 50 McLean 
Avenue, Yonkers, N.Y. 

(H, S) Heyer Corporation, 1856 S. Kostner Avenue, 
Chicago 23, Ill. 

(S) Milo Harding Company, 500 S. Monterey Pass 
Road, Monterey Park, Calif. 

(H) Old Town Corporation, 345 Madison Avenue, 
New York, N.Y. 

(H, S) Printomatic Corporation, 724 West Washing- 
ton Boulevard, Chicago, Il. 

(H) Rex-O-Graph Incorporated, 808 West Belmont 
Avenue, Chicago 14, Ul. 

(H, S) Rex-Rotary Distributing Corporation, 387 
Fourth Avenue, New York, N.Y. 

(H) Standard Duplicating Machines Corporation, 
Everett 19, Mass. 

(S) Speedoprint Corporation, 1801 W. Larchmont 
Avenue, Chicago, Il. 

(H) Wolber Duplicating Company, 1201 Cortland 
Street, Chicago 14, IIl. 


McCormick 
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BASICS FOR BEAUTY 


(Continued from page 34) 





one, (The extra time it takes to do 
so will pay dividends in comfort 
and appearance.) And, while try- 
ing it on, remember to sit down in 
it! Make sure the garters are com- 
fortably placed for you, and that 
wv panels that 
bind or hit you uncomfortably. 

The right measurement in length 
is just as important as the proper 
size around the hips. A garment 
that is too short will strain stock- 
ings at the knees while youre sit- 
ting or stooping. On the other hand, 
a too-long girdle is likely to form a 
bulge at your waist and wrinkle 
over your hips. Long praised for its 
comfort and control under shorts 
and slacks, the panty girdle also 
provides a sleekness under straight 
skirts and slim dresses. 


there are no seams ¢ 


UNMATCHED FOR EMPHASIZING a 
long, slim line is the half-slip of 
either nylon or silk. Whether cut as 
sleekly as a sheath dress, or slightly 
flared for walking ease, the half- 
slip eliminates any thickness or 
bulge across the midriff and gives 
you a more defined bustline. Avail- 
able in both printed and solid ma- 
terials, the sheath half-slip has a 
side zipper for added smoothness. 
Some are slit at the sides or back 
to follow current dress lines more 
perfectly and to allow for walk- 
ing ease. 

Should you prefer a full slip, 
there are hundreds of styles to 
choose from, depending on your 
mood and pocketbook. If you've 
ever had trouble finding a slip that 
wasn't too tight over the hips or 
too long-waisted, you might try a 
junior size for better fit. 


\VASH YOUR GIRDLES, bras, and slips 
by hand gentle suds and luke- 
warm water. If your slips seem 
to look a little gray from time to 
time, use a bleach created espe- 
cially for nylon and follow the in- 
structions carefully. You might also 
add a little bluing to the rinse 
water to give a faint bluish tint 
to dingy-looking slips. After rinsing 
your lingerie, wrap it in a_ thick 
towel for a few minutes to absorb 
excess moisture, shake the pieces 
smooth, and hang them up to dry. 
They'll thank you with a longer and 
lovelier life. 
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_ See ” CEntral 6-5670 ale 


EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 





CHICAGO 





reputable employment 








NEW ORLEANS 





(— Furnishing 


Qualified Secretaries to the 
+” High-Paying Chicago 
Market On An 
SECRETARIAL Employer Pay Fee Basis 
PLACEMENT | 59. Madison © Suite 1417 








Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 


13 Years Same Management CAnal 4241 





DENVER 


NEW YORK 








SECURITY EMPLOYMENT SERVICE 


The secretary's ‘‘Job Center!’’ Mrs. Smith was 
a secretary herself before starting this employ- 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for 
information and contract data. 


MRS. MARIE SMITH, Owner 
1312 Broadway AM 6-1968 








MIAMI 





Fifth Avenue Publishers 
Madison Avenue “‘Ad’’ Agencies 
Radio City-Rockefeller Plaza Firms 
CAREER OPPORTUNITIES 


THROUGH 
MORAN AGENCY 545 Fifth Avenue NYC 








SAN FRANCISCO 








APGAR AGENCY 


Main Office: 207 Langford Bidg., Miami 
NW Branch: 3641 NW 17th Ave., Miami 
SW Branch: 220 Miracle Mile, Coral Gables 
‘‘Our Seventeenth Year of Dependable Service’’ 


MIAMI REPRESENTATIVES 
Russell Kelly Office Service 
Temporary Office Work, Week, Month or more. 











“A Step in the Right Direction 
when you visit 


“\ WESTERN EMPLOYERS SERVICE 


\ for the best in office positions 
i? San Francisco's Largest 
} NO FEE AGENCY 


“\ 995 Market St. DOuglas 2-5486 


Ve 








Want information about employment agencies in other cities? We'll be glad to furnish, 
on request, names of reputable agencies in cities not listed here. Send a stamped, 


self-addressed envelope with your request. 


TODAY’S SECRETARY 


330 W. 42 STREET, 


NEW YORK 36, N. Y. 








Words 


(Key to teasers on page 14) 


WHAT'S THE DIFFERENCE 
BETWEEN— 


1. Healthy applies to a person or thing 
that is in a state of health, as a “healthy 
man.” Healthful applies to that which con- 
tributes to health, as “healthful food, ex- 
ercise, or climate.” Hint: Wholesome is 
often a more suitable word than healthful. 

2. A house is a residence. A home refers 
to a dwelling place, but especially to the 
sentiments and feelings connected with it. 

3. Into is a preposition indicating direc- 
tion, as “He went into his office.” In to is a 
phrase made up of the adverb in plus the 
preposition to, as “He went in to tele- 
phone.” 

4. Uninterested means lacking in inter- 
est. Disinterested means free from preju- 
dice or from personal motives. An arbitra- 
tor must be disinterested in a case, but he 
should not be uninterested. 
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BUSINESS-VOCABULARY 
MATCHUPS 


l. f; 2. j; 3. a; 4. g; 5. i; 6. e; 7. b; 8. ¢; 


9. h; 10. d. 


QUALIFIED COMMENTS 


, 


4 


Suggested selections: 1. insinuating; 2. 


inflammatory; 


3. disparaging, derogatory, 


discrediting, slurring; 4. laudatory, com- 


plimentary, commendatory. 


WANTED: ADVERBS 


ally: 1, 2, 3, 6, 8, 9. ly: 4, 5. ally or 


ly: 7, 10. 


MASCULINE OR FEMININE? 


a b 

l. mas. confidante 
2. tem. executor 

3. mas. actress 

4. fem. alumnus 

5. mas. comedienne 
6. fem. masseur 

7. mas. blonde 

8. mas. aviatrix 

9. fem. hero 
10. mas. hostess 

5! 
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THE CASE OF THE 


: WOT DIARY by 


YOUR GIRL FRIDAY 


... and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered"’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..."’ 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 
FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace’. 


= Mail Coupon Now! —. —. .. 


(on your company letterhead) 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 


| want to see demonstrated the exclusive color 
/ harmony features of Panama-Beover Products and 
ot the same time receive my FREE Panama-Beover 


eraser. 


T-1 


Pal NAMA-BEA VER 
bond” Bn 


Coast to Coast Distribution 
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Nome 
Company 
MANIFOLD SupPLies Co. wee re 
19 Rector St. New York 6, N. Y. a ome 





MERIDIAN EVR-FLAT CARBONS °* EYE-SAVER UNIMASTERS + LUSTRA COLORFUL INKED RIBBONS 











Gsterbrook 



































STUDENTS—Ask your teacher to enter your 
shorthand class. Have her send this coupon for 
contest rules and official entry blank. 


& THE 


PEN COMPANY, CAMDEN 1, NEW JERSEY 
. 


CONTEST CLOSES MARCH 1, 1957 


Please send entry blank and rules for 
the new Esterbrook Gregg Shorthand 
Contest, together with copies of con- 
test material for my students. | under- 
stand there is to be no cost or 
obligation for this material. 


THE NUMBER OF STUDENTS | WILL ENTER IS 





TEACHER'S NAME 





SCHOOL 





STREET ADDRESS 





CITY ZONE_____ STATE 





Entries limited to Continental United States 
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FREE! AN ESTERBROOK FOUNTAIN PEN FOR 
EVERY TEACHER ENTERING 15 OR MORE STUDENTS. 


© 8 handsome Cup Awards * Valuable Merit Certificates * Gregg-approved 
Esterbrook Fountain Pens to all winners * Judging in 4 separate divisions * Colleges, 
Business Schools, Public, Parochial and Private Schools eligible * Nothing to buy 


—no obligations * Excellent opportunity for young job seekers to win recognition 


Osterbrook 


AMERICA’S OLDEST PEN MAKER 
CAMDEN 1, NEW JERSEY 





